CIHM 
Microfiche 
Series 
(l\/lonograplis) 


ICI\/IH 

Collection  de 
microfiches 
(monographies) 


H 


Canadian  Institut*  for  Hiitorical  Mlcroraproduetioni  /  InititMt  Canadian  da  microraproductiont  liittoriqua* 


1995 


Technical  and  Bibliographic  Notes  /  Notes  technique  et  bibliographiques 


The  Institute  has  attempted  to  obtain  the  best  original 
copy  available  for  filming.  Features  of  this  copy  which 
may  be  bibliographically  unique,  which  may  alter  any  of 
the  images  in  the  reproduction,  or  which  may 
significantly  change  the  usual  method  of  filming  are 
checked  below. 

rTI      Coloured  covers  / 
' — '      Couverture  de  couleur 

I     I      Covers  damaged  / 

' — '      Couverture  endommagee 

I     I      Covers  restored  and/or  laiminated  / 
' — '      Couverture  restauree  et/ou  pellicula 

I     I      Cover  title  missing  /  Le  titre  de  couverture  manque 

I     1      Coloured  maps  /  Cartes  geographiques  en  couleur 

r^     Coloured  ink  (i.e.  other  than  blue  c  black)  / 

Encre  de  couleur  (i.e.  autre  que  bleue  ou  noire) 

I     I      Coloured  plates  and/or  illustrations  / 


n 

D 
D 

D 


Planches  et/ou  illustrations  en  couleur 

Bound  with  other  material  / 
Relie  avec  d'auties  documents 

Only  edition  available  / 
Seule  edition  disponible 

Tight  binding  may  cause  shadows  or  distortion 
along  interior  margin  /  La  reliure  serr^e  peut 
causer  de  I'ombre  ou  de  la  distorsion  le  long  de 
la  marge  interieure. 

Blank  leaves  added  during  restoratuns  may  Cfjpear 
within  the  text.  Whenever  possible,  these  have 
been  omitted  from  filming  /  II  se  peut  que  ceitaines 
pages  blanches  ajout^es  lors  d'une  restauration 
apparaissent  dans  le  texle,  mais,  k>rsque  cela  6tait 
possible,  ces  pages  n'ont  pas  Hii  film^es. 


L'Inslitut  a  microfilms  le  meilleur  examplaire  qu'il  lui  a 
ete  possible  de  se  procurer.  Les  details  de  cet  exem- 
plaire  qui  sont  peut-Stre  uniques  du  point  de  vue  bibli- 
ographique,  qui  peuvent  modifier  une  image  reproduite, 
ou  qui  peuvent  exiger  une  modifications  dam  la  meth- 
ode  normale  de  filmage  sont  indiquSs  ci-dessous. 

I     I      Coloured  pages  /  Pages  de  couleur 

I     I      Pages  damaged  /  Pages  endommagees 

I     I      Pages  restored  and^or  laminated  / 
' — '      Pages  restaurees  et/ou  pellteultes 


0 


Pages  discoloured,  stained  or  foxed  / 
Pages  decolorees,  tachetees  ou  piquees 


r~|      Pages  detached  /  Pages  dStachees 

r^    Showthrough  /  Transparence 

I     I      Quality  of  print  varies  / 

' — '      Qualite  inegale  de  I'impression 

I     I      Includes  supplementary  material  / 

Comprend  du  materiel  supplementaire 

I  I  Pages  wholly  or  partially  obscured  by  errata 
' —  slips,  tissues,  etc.,  have  been  refilmed  to 
ensure  the  best  possible  image  /  Les  pages 
totalement  ou  partiellement  obscurcies  par  un 
feuillet  d'errata,  une  pelure,  etc.,  ont  M6  IWmies 
i  nouveau  de  fa9cn  a  obtenir  la  meilleure 
image  possible. 

I  I  Opposing  pages  with  varying  colouration  or 
' — '  discolourations  are  filmed  twk:e  to  ensure  the 
best  possible  image  /  Les  pages  s'opposant 
ayant  des  colorations  variables  ou  des  dteol- 
orations  sont  filmies  deux  fois  afin  d'obtenir  la 
meilleur  image  possible. 


D 


AddHional  comments  / 
Commentaires  sur^mentaires: 


This  ittffl  is  filmad  at  th«  raduciion  ratio  chackad  Mow/ 

Ct  docwntnt  est  f  ilmi  au  taux  de  rMuetion  indiqut  ci-dessous. 

10X  14X  18X 


Z2X 


/ 


12X 


20X 


28  X 


Th*  copy  fllmad  h*r*  hu  ba«n  raproducad  thanki 
to  tha  ganarotlty  of: 

D.B.  WeMon  Library 
University  of  WMtern  Ontario 


L'axamplaira  fllmt  f  it  raproduit  grlca  t  la 
g4n*rotit*  da: 

D.B.  Wtldan  Library 

Univanity  of  Waitarn  Ontario 


Tha  imagaa  appaaring  hara  ara  tha  bast  quality 
potalbia  eonsidarlng  tha  condition  and  laglblllty 
of  tha  original  copy  and  In  liaaping  with  tha 
filming  contract  apaclflcatlona. 


Lat  imaga*  luivantaa  ont  ttt  raprodultai  avac  la 
plus  grand  toin,  eompta  tanu  da  la  condition  at 
da  la  nattati  da  raxamplaira  filmi.  at  an 
conformlta  avac  laa  conditions  du  contrat  da 
filmaga. 


Original  eopiaa  in  printad  papar  eovara  ara  fllmad 
baglnning  with  tha  front  eovar  and  anding  on 
tha  last  paga  with  a  printad  or  illuatratad  impraa- 
sion.  or  tha  bacl>  eovar  whan  appropriata.  All 
othar  original  copies  ara  fllmad  baglnning  on  tha 
first  paga  with  a  printad  or  illuatratad  impraa- 
slon.  and  anding  on  tha  laat  paga  with  a  printad 
or  illuatratad  Imprassion. 


l.as  axamplairas  origlnaux  dont  la  couvartura  an 
paplar  ast  Imprimta  sont  fllmis  an  commancant 
par  la  pramiar  plat  at  an  tarminant  soit  par  la 
darnitra  paga  qui  eomporta  una  ampralnta 
d'impraasion  ou  d'iilustration,  soit  par  la  sacond 
plat,  aalon  ia  eas.  Tous  las  autras  axamplairas 
origlnaux  sont  filmts  an  commandant  par  la 
pramltra  paga  qui  eomporta  una  ampralnta 
d'imprassion  ou  d'iilustration  at  an  tarminant  par 
la  darniira  paga  qui  eomporta  una  taila 
ampralnta. 


Tha  laat  racordad  frama  on  aaeh  microficha 
shall  contain  tha  symbol  -^  (moaning  "CON- 
TINUED"), or  tha  symbol  Y  (moaning  "END"), 
whichavar  applies. 

Maps,  platas.  charts,  ate,  may  ba  filmed  at 
different  reduction  ratios.  Those  too  large  to  ba 
entirely  included  in  one  expoaura  are  filmed 
beginning  in  the  upper  left  hend  corner,  left  to 
right  and  top  to  bottom,  aa  many  frames  aa 
required.  The  following  diegrams  Illustrate  the 
method: 


Un  dea  aymbolaa  auivants  apparattra  sur  la 
darniire  imaga  da  cheque  microfiche,  aeion  le 
cas:  la  symboie  -*■  signlfie  "A  SUIVRE".  la 
symboie  V  signlfie  "FIN". 

Les  cartes,  pianchaa.  ubiaaux,  etc.,  peuvent  itra 
filmta  i  das  taux  da  rtductlon  diff Arents. 
Lorsque  le  document  est  trop  grand  pour  ttra 
reproduit  en  un  seul  cllchA.  11  ast  filmA  t  partir 
da  Tangle  supirieur  geuche,  de  gauche  1  droits, 
et  de  haut  en  baa.  an  prenant  le  nombre 
d'imagea  nicassaira.  Las  diagrammas  suivants 
lllustrant  la  mtthoda. 


1  2  3 


1 

2 

3 

4 

5 

6 

MICtOCOPY   HSOIUTION   TBT  CHA«I 

(ANSI  and  ISO  TEST  CHART  No    2| 


_A  .APPLIED  IIVMGE     In 

SSar^  '65 J   Easf    Mom   Sffeet 

S^  Rochester,   Ne.   Vork         14609        USA 

^S  (^'6)   *82-  0300-  ■  ■c,n« 

^=  (716)   ZM-S9a9  -Fa. 


THE  BANK  OF  TORONTO 


Rules 

AND 

Regulations 


Q    SI 


1st  March,  101.>. 
This  Book  is  the  Property  ok  the  Bank. 


566314 


TABLE    OF    CONTENTS 


»E(;ti(5.v 

!.--<• Till      lilllfS     ,   .  ,   , 

Paok 

SKCTKJ.N 

Il.-Htatrc.iiiTal     

Mniiat'cr    

Ai iiiitaiit 

SIOCTION 

Ill.—  Vaiilt  aii.l  Saf, — c.nh.  otr 
C'aib    Teller,   elo 

XfCTIO.V 

IV.— Drafts       .ilUvlifiiu,  etc. 

16 

I'.illci-tiiiMs    

38 
42 

44 

.'-.1 

.')4 

SKCTIO.N' 

Aiithorj/ation  ut  siKiiaturcs 

v.— IJepoHit   BiiHiiifSS; 
General      

AccountB  with   Firms    . 
Joint  Stock 
Overdrafts    .... 

Companies 

Remittance    Account    .  . 

Certification  of  Che-itics 
Collateral  Accoiints 

50 

.57 

Balancing;    Pass    Books 

cation    of   Accounts 

Savings   Bank    

tn.l 

Certifl. 

.57 

'0 

Lost   Pass   Books    

Cross    Entries    .  .  . 

01 
01 
61 
82 
61 

■Toint     Deposits    .  . 

Balancini;  I.#*lgera     .... 
Deposit    Receipts    .... 

Deceased   Depositors    .  . . 

Cash   Book    

or 

contents 

Page 
SECTION       VI. — Corresponiienoe: 

General     69 

Telegrams  and  Cipher  Codes 71 

SECTION    VII.— Loans  and  Discounts  73 

Notification  of  Obligants  83 

Bills  not  paid  at  maturity    84 

Securities    85 

Assignment  of  Book  Accounts   ....  87 

Bills  of  Lading   8S> 

Customers '  Insurance    90 

Powers    of    Attorney,     Letters     of 
Probate     and      Administration, 

etc 96 

Mortgages     9^ 

Legal;  Proceedings   101 

Lien    Notes    1*^^ 

Time  Cheques    102 

Sterling    Bills    104 

Guarantees     105 

SECTION  VIII. — Business  with  Municipalities  and  School 

Boards     108 

Municipal   Loans   for   Ordinary   Ex- 
penditures— Ontario      109 

Public  Schools — Ontario    Ill 

Separate    School  — Ontario    113 

Alberta,     Manitoba     and      Saskat- 
chewan     - 115 

British  Columbia    115 

SECTION      IX.— Advances  under   Section   88    118 

Rules  for  o^teration  of  Credit  under 

Section   88    121 

Substitution    of    Goods    under    this 

Section    126 

Casual  advances  under  this  Section.  127 

Warehouse   Receipts    128 

Advances    to    Farmers    under    this 

Section    130 

Advances  against  Standing  Timber,  130 


contents 

Page 

SECTION         X.— Expense  Account    132 

SECTION       XI. — Clearing  House  Conventions  and  Rules 

respecting   Endorsements    134 

Mode  of  Endorsement 134 

Regular  Endorsements 134 

Irregular    Endorsements    135 

Kestrictive  Endorsements    135 

Form  and  Effect  of  Guarantee 136 

Endorsement    of    Depositing    Bank.  137 

Restrict! vely    Endorsed   Items    137 

Irregularly   P^ndorsed   Items   137 

Letters  of  Credit,  Deposit  Receipts, 

etc 138 

Agreement  as  to  Practice    138 

Amendment    139 

Agreement    139 


1 


SItfp  Hank  nf  (laninto 


RULES  AND  REGULATIONS 


SECTION    I. 

GENERAL    RULES. 

1.  The  Manager  sliall  see  that  every  officer  is  pro- 
vided with  a  copy  of  these  Rules  and  Regulations. 
Every  officer  mu.st  be  prepared  to  produce  his  copy 
whenever  called  upon  to  do  so. 

2.  The  book  of  Rules  and  Regulations  is  the 
property  of  the  Bank,  and  muht  be  surrendered  when 
an  officer  leaves  the  service. 

3.  Whenever  in  these  Rules  a  duty  is  imposed  on 
any  officer,  it  is  to  be  understood  that  in  his  absence 
it  shall  be  devolved  upon  the  officer  who  is  acting  on 
his  behalf  or  in  his  stead. 

4.  It  is  the  duty  of  every  officer  to  acquaint  him- 
self with  these  Rules.  No  departure  from  them  will 
be  permitted  without  direct  authorization  by  Head 
Office. 

5.  Circulars  from  the  Head  Office  are  to  be 
handed  to  the  officers  for  perusal,  each  officer  certify- 
ing that  he  has  read  it  by  affixing  his  initials,  and 
afterwards  they  are  to  be  copied  or  pasted  into  a 
book  kept  for  the  purpose. 
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6.  The  Circular  Book  and  the  .Manual  of  Security 
Forms  must  be  accessible  to  the  Staff. 

7.  The  Manager  and  the  officers  are  to  be  at  their 
respective  posts  by  9  o'clock  a.m.,  that  the  calling  off, 
checking  of  vouchers  and  other  general  work  may  be 
properly  performed  before  the  hour  of  commencing 
business. 

8.  The  work  of  each  day  is  to  be  completed  on 
that  day. 

9.  Erasures  of  any  nature,  or  i'or  any  purpose, 
on  the  books  of  the  Bank,  are  prohibited. 

10.  When  alterations  of  any  kind  in  a  book  become 
necessary,  they  are  to  be  made  by  neatly  ruling  out 
the  incorrect  word  or  amount,  and  writing  the  cor- 
rect word  or  amount  above. 

11.  Errors  in  striking  balances  should  be  made 
clear  by  a  small  cross  opposite  the  error  and  another 
crass  opposite  the  correction. 

12.  It  must  be  a  standing  rule  that  the  book 
which  is  cheeked  must  be  checked  by  some  officer 
other  than  the  one  who  has  made  the  entries. 

13.  Remittances  of  money  or  securities  are  to  he 
advised  on  the  day  they  are  sent,  and  acknowledged 
on  the  day  they  are  received. 

14.  The  registered  letter  book  must  never  be  left 
at  the  Post  Office,  nor  the  express  book  at  the 
Express  Office. 

15.  All  the  officers  of  the  Bank  must  consider 
themselves  pledged  to  observe  the  strictest  secrecy 
on  the  subject  of  all  transactions  of  every  descrip- 
tion of   the  Bank   with  its   customers,    or  with  any 
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persons,  firms  or  companies,  and  rn  the  subject  of 
the  accounts  of  all  persons,  firms  or  companies  hav- 
ing accounts  with  the  Bank. 

16.  The  slightest  deviation  in  the  books  or  returns, 
from  the  actual  true  position  which  they  ought  to 
show,  or  the  witliholding  or  suppression  of  any  facts 
of  which  the  Head  Office  ought  to  be  made  aware, 
will  result  in  the  most  serious  consequences  to  the 
transgressors. 

17.  Telegrams,  lawyers'  fees,  travelling  e.xpcnses 
and  similar  expenses,  incurred  in  connection  with  the 
Bank's  customers,  should  be  charged  to  them,  and 
such  recoveries  should  always  be  made  at  the  moment ; 
later  they  might  be  called  in  question  and  lead  to 
annoyance. 

18.  All  cheques  on  your  office  received  from  our 
Branches  or  Correspondents  for  which  there  are  not 
sufficient  funds  must  be  protested  unless  a  "no  pro- 
test slip,"  which  should  be  duly  confirmed  by  letter, 
is  attached. 

19.  In  the  case  of  cheques  of  $10  and  under,  this 
provision  may  be  waived. 

20.  In  the  case  of  cheques,  for  which  there  are 
funds,  being  returned  for  some  informality  in  the 
endorsement  or  a  similar  reason,  they  must  in  all 
cases  be  accepted  before  being  sent  back  for  correc- 
tion. 

21.  All  engraved  forms  not  in  use,  such  as  drafts 
and  deposit  receipts,  must  be  kept  in  the  safe  or 
under  lock  and  key  in  the  vault,  except  Bank  Money 
Ordcis,  which  must  invariably  be  kept  in  the 
Treasury. 

S 


TI'E  BANK  OF  TORONTO 

22.  Settlements  of  amounts  due  from  other  Banks 
should  be  made  on  Balance  days,  or  as  soon  as  the 
amount  due  us  exceeds  $2,000. 

23.  When  a  cheque  is  crossed  "Negotiable  at 
par"  through  any  Branch  for  an  ordinary  customer, 
it  is  expected  that  the  usual  commission  will  be 
charged. 

24.  The  question  of  exchange  is  a  vital  one,  and 
we  cannot  afford  to  surrender  profite  to  people  who 
make  no  corresponding  returns. 

25.  Every  bill,  note  or  other  instrument  lodged 
with  the  Bank,  whether  for  discount,  collection,  as 
collateral  or  otherwise, '  must  be  registered  under  a 
number  before  the  business  of  the  day  is  over,  so 
that  no  unrecorded  item  may  be  placed  at  night  in 
the  Bank's  vault  or  safe. 

26.  When  it  becomes  necessary  for  a  Branch  of 
the  Bank  to  guarantee  an  endorsement,  the  words 
"Endorsement  Guaranteed,"  shall  be  written  or 
stamped  under  the  signature  in  question,  and  signed 
on  behalf  of  the  Bank  by  the  Manager  or  Accountant. 
No  other  officer  is  permitted  to  give  such  a  guarantee. 

27.  The  Express  Company's  receipt  or  Post  Office 
registration  certificate  for  all  cash  remittances  must  be 
seen  by  the  Teller  and  Manager  or  Accountant  on  the 
day  they  are  despatched. 


SECTION    II. 

STAFF— GENERAL. 

28.  Courtesy  of  manner,  especially  on  the  part  of 
those  having  dealings  with  the  public,  is  expected 
from  every  officer  in  the  service.  It  shall  be  the 
Accountant's  duty  to  report  promptly  to  the  Man- 
ager any  deficiency  in  this  respect  on  the  part  of 
any  officer. 

29.  Officers  are  expected  to  dress  neatly,  and  to 
pay  careful  attention  to  their  personal  appearance. 
There  can  be  no  excuse  for  appearing  un.si.aven  or 
slovenly  while  on  duty. 

30.  The  holiday  lists  should  be  made  up  in  April, 
so  that,  as  far  as  possible,  all  the  holidays  will  be 
over  by  the  Autumn. 

31.  When  an  officer  is  removed  from  one  Brar 
to  another,  his  reasonable  travelling  expenses  w.  l 
be  paid  by  the  Branch  to  which  he  has  been  sent,  and 
one  or  two  days'  expenses  at  an  hotel  will  be  allowed, 
if  necessary,  while  the  officer  is  seeking  permanent 
lodgings.  A  detailed  statement  of  his  expenses  must 
be  submitted  to  the  Manager. 

32.  When  an  officer  is  sent  to  a  Branch  to  relieve, 
his  travelling  expenses,  and,  in  addition,  the  differ- 
ence between  his  living  expenses  at  the  point  at 
which  he  is  relieving  and  the  place  where  he  was  la.', 
regulariy  stationed,  will  be  paid  by  the  Branch  at 
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which  he  is  relieving.  If  he  is  relieving  at  a  Branch 
on  pay  day  his  salary  will  be  paid  by  that  Branch, 
subject  to  the  regular  adjustment  in  accordance  with 
paragraph  37,  except  in  the  case  of  the  smaller 
Branches  who  will  receive  instructions  on  application 
to  the  Chief  Inspector  or  Western  Superintendent. 

33.  An  officer  ordered  for  duty  elsewhere  may 
charge,  in  his  moving  expenses,  the  cost  of  a  rented 
room  for  the  unexpired  portion  of  the  period  for 
which  payment  must  be  made. 

34.  When  an  officer  is  transferred  from  one 
Branch  to  another,  he  must  proceed  to  his  destination 
without  celay,  unless  his  departure  at  a  later  date  is 
sanctioned  by  the  Chief  Inspector  or  Western  Super- 
intendent. 

35.  Officers  transferred  from  one  Branch  to 
another  must  be  furnished  with  a  letter  of  intro- 
ductior  on  the  regular  form,  from  the  Manager  of  the 
Branch  they  are  leaving  to  the  Branch  to  which  they 
are  removed. 

36.  Where  the  rules  in  connection  with  officers' 
moving  and  relieving  expenses  seem  to  work  unfairly, 
the  case  will  be  specially  dealt  with  on  application 
to  the  Chief  Inspector  or  Western  Superintendent. 

37.  Salaries  and  living  allowances  for  the  calendar 
month  will  be  paid  on  the  20th  of  each  month.  The 
full  salary  for  the  month  is  to  be  paid  by  the  Branch 
to  which  the  officer  may  be  attached  or  be  in  transit 
to  on  that  day.  If  an  officer  has  served  at  more  than 
one  Branch  during  the  month,  each  Branch  will 
have  to  pay  its  proportion  of  his  salary.  One  salary 
sheet  will  be  used  and  forwarded  to  Head  Office  as 
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at  present,  but  the  Branch  paying  the  salary  on  the 
20th  of  the  month  as  already  mentioned  will  debit 
the  Branch  from  which  the  officer  cnme  with  the  pro- 
portion of  the  salary  due  up  to  and  including  the 
day  he  left.  If  an  officer  should  be  moved  between 
the  20th  and  the  end  of  the  month,  the  Branch  which 
he  leaves  may  debit  the  Branch  to  which  the  officer 
is  »t-ui  with  the  portion  of  his  salary  from  the  date 
he  leaves  up  to  the  end  of  the  month.  No  adjust- 
ments will  be  made  for  less  than  seven  ilays'  salary 
or  for  a  sum  less  thjn  $10. 

38.  An  officer  whose  vacation  will  cause  him  to  be 
away  from  the  office  for  the  last  two  weeks  of  the 
month,  may  be  allowed,  at  the  discretion  of  the  Jfan- 
ager,  to  draw  his  salary  for  the  current  month  which 
would  be  due  him  on  the  20th.  In  such  cases  the 
officer's  receipt  should  be  taken  on  the  regular  Salary 
List  form  which  shall  at  once  be  sent  to  Head  Office 
and  the  amount  debited  to  E.'spense  Account.  The 
officer's  cheque  must  not  be  charged  to  Remittance 
Account  pending  the  crediting  of  his  salary  on  the 
20th. 

39.  No  officer  of  the  Bank  shall,  either  directly  or 
indirectly,  enter  into  any  trade,  mercantile  or  other 
business,  agency  or  office  whatsoever,  either  in  his 
own  or  another  name.  Nor  shall  he  become  a  party 
to  any  negotiable  paper,  or  give,  or  enter  into  any 
personal  security  whatever,  other  than  his  security 
to  the  Bank,  unless  the  sanction  of  the  Bank,  acting 
by  its  General  Manager,  has  been  obtained. 

40.  Officers  resorting  to  the  practice  of  kite-flying 
by  exchanging  cheques  or  promissory  notes  with  any- 
one, will  be  severely  dealt  with. 
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41.  If  any  officer  is  incompetent,  or  if  his  conduct 
is  not  such  as  becomes  his  position,  the  MannRer  will 
report  tlip  facta  to  the  Chief  Inspector  or  Western 
Superintendent. 

42.  The  Manager  is  also  to  notice  aj^y  indications 
of  superior  ability  in  the  members  of  his  staff  and 
report  the  same  when  a  suitable  opportunity  offers. 

43.  The  conduct  of  the  officers  of  the  Bank  when 
not  on  duty  should  be  carefully  noted,  and  if  the 
JIanager  perceives  or  hears  of  any  irregularity  or 
extravagance  the  facts  should  be  reported  in  a  con- 
fidential letter,  and  it  will  receive  such  attention  as 
the  case  may  require. 

44.  An  officer  of  the  Bank  becoming  involved  in 
debt  or  being  engaged  in  stock  or  other  speculations, 
or  resorting  to  gaming  rooms  or  disreputable  places, 
shall  be  liable  to  immediate  dismissal. 

45.  No  officers  of  the  Bank  other  than  the  Head 
Office  executive  officers,  llanagers  or  Assistant  Man- 
agers, are  to  keep  accounts  in  the  Current  Accounts 
Ledger. 

46.  No  overdrafts  in  these  accounts  will  be  per- 
mitted. 

47.  Interest  may  be  allowed  on  the  accounts  of 
the  officer  of  the  Bank  in  the  Savings  Department  on 
their  own  money  and  in  their  own  name  only,  at 
the  rate  of  4%  per  annum. 

48.  Managers  must  not  give  letters  of  recom- 
mendation to  officers  who  are  leaving,  or  who  have 
already  left,  the  service.  Matters  of  this  kind  must 
be  referred  to  the  Chief  Inspector  or  the  Western 
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Superintendent,  with  any  letters  of  enquiry  and  the 

Jlaninfer's  information  on  the  lubject. 

49.  T)ie  marriage  of  an  officer  in  receipt  of  a  Halary 
of  less  tlian  81 500  per  nnnuni,  excluHive  of  iillowancrd 
will  not  he  sanctioned  by  the  Bank,  aitliough  re(|U.-.,t» 
for  Home  modification  of  the  rule  will  be  conHidtied 
prior  to  marriage,  in  the  case  of  officers  in  receipt  of 
a  salary  of  not  less  than  $i;tOO,  e.xclnsive  of  ailow- 
ances,  wher*  special  circumstances  exist  which  appear 
to  warrant  exceptions  being  iiinde. 

M).  it  Will  he  neia,  in  tuture,  to  he  the  duty  ot 
Accountants  and  Teller-Aooountants  having  know- 
ledge of  suppression  of  overdrawn  accounts,  or  of 
incorrect  or  false  returns  or  statements  ^o  be  for- 
warded to  Head  Office  on  the  authority  of,  nr  with 
the  connivance  of,  .Managers,  to  report  the  same  with 
all  particulars  to  the  Chief  Inspector  or  the  Western 
Superintindent,  as  the  case  may  be. 

.51.  Officers  holding  the  rank  in  the  service  men- 
tioned, will  be  held  strictly  responsible  as  to  the 
discharge  of  their  duty.  Any  instances  of  violation 
of  the  above  rule  will  be  severely  dealt  with. 

52.  Every  officer  should  cultivate  a  readable  sig- 
nature and  initials,  and  avoid  a  careless  and  illegible 
style  of  writing.  In  arranging  for  promotion,  an 
officer  who  writes  plainly  and  legibly  will  be  given 
the  preference,  other  claims  beiD»  equal,  while  a 
marked  deficiency  in  this  respect  will  prove  a  serious 
barrier  to  advancement. 

53.  Managers  and  Accountants  must  take  partic- 
ular care  to  correct  the  handwriting  of  officers  under 
their  supervision. 
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41.  If  any  officer  is  incompetent,  or  if  his  conduct 
is  not  such  as  becomes  his  position,  the  JtansRer  will 
report  the  facts  to  the  Chief  Inspector  or  Western 
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fidential letter,  and  it  will  receive  such  attention  ai 
the  case  may  require. 

44.  An  officer  of  the  Bank  becoming  involved  in 
debt  or  being  engaKed  in  stock  or  other  speculations, 
or  resorting  to  gaming  rooms  or  disreputable  places, 
shall  be  liable  to  immediate  dismissal. 

45.  No  officers  of  the  Bank  other  than  the  Head 
Office  executive  officers,  Managers  or  Assistant  Man- 
agers, are  to  keep  accounts  in  the  Current  Accounts 
Ledger. 

46.  No  overdrafts  in  these  accounts  will  be  per- 
mitted. 

47.  lutercst  may  be  allowed  on  the  accounts  o 
the  officer  of  the  Bank  in  the  Savings  Department  on 
their  own  money  and  in  ^•'eir  own  name  only,  at 
the  rate  of  4%  per  annum. 

48.  Managers  must  not  i?ive  letters  of  recom- 
mendation to  oKicers  who  are  leaving,  or  who  have 
already  left,  the  service.  Matters  of  this  kind  must 
be  referred  to  the  Chief  Inspector  or  the  Western 
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Superintendent,  with  any  letters  of  enquiry  and  the 
JIanagcr'g  information  on  the  lubject. 

49.  It  must  be  clearly  understood  that  the  mnr- 
riaffo  of  en  ofBcer  in  receipt  nf  a  salary  of  less  than 
$1,000  per  annum,  exclusive  of  city  or  Western  iillow 
ances,  is  not  sanctioned  by  the  Hank,  and  the  resigna- 
tion of  any  offlcer  infringin^r  this  rule  may  be 
demanded. 

50.  It  will  be  held,  in  fu'ure.  to  be  the  duty  of 
Accountants  and  Teller-Accountants  having  know- 
ledge of  suppression  of  overdrawn  accounts,  or  of 
incorrect  or  false  returns  or  statements  to  be  for- 
warded to  Head  OfHce  on  the  authority  of,  or  with 
tJie  connivance  of.  Managers,  to  report  the  same  with 
all  particulars  to  the  Chief  Inspector  or  the  Western 
Superintendent,  as  the  ease  may   be. 

51.  Officers  holding  the  rank  in  'he  service  men- 
tioned, will  be  held  strictly  respousible  as  to  the 
discharge  of  their  duty.  Any  instances  of  violation 
of  the  above  rule  will  be  severely  dealt  with. 

52.  Every  officer  should  cultivate  a  readable  sig- 
nature and  initials,  and  avoid  a  careless  and  illegible 
style  of  writing.  In  arranging  for  promotion,  an 
offlcer  who  ^Tites  plainly  and  le«ibly  will  be  given 
the  preference,  other  claims  being  equal,  while  p 
marked  deficiency  iu  this  respect  will  prove  a  serious 
barrier  to  advancement. 

5.3.  JIanagers  and  Accountants  must  take  partic- 
ular care  to  correct  the  handwriting  of  officers  under 
their  supervision. 
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SPECIAL  INSTRUCTIONS  TO  MANAGERS 
AND  ACCOUNTANTS. 

MANAGER. 

54.  It  shall  be  the  duty  of  a  Manager  when  he 
assumes  the  charge  of  a  Branch,  to  count  the  Cash, 
both  that  in  the  hands  of  the  Teller  and  that  in  the 
Treasury ;  to  take  over  the  Hills  Discounted,  Past  Due 
Bills,  Bills  in  Suit,  Collateral  Notes  and  Bills  held 
for  collection;  to  satisfy  himself  that  they  are  in 
order;  to  compare  them  with  their  respective  Diaries 
and  Maturity  Books,  and  to  see  that  all  are  accounted 
for;  to  examine  the  Securities  Register,  and  to  see 
that  all  securities  held  as  collateral  and  for  safe- 
keeping are  properly  entered  and  are  passed  into  his 
possession;  to  examine  all  securities  held,  to  see  that 
they  are  in  order;  to  per.sonally  ascertain  the  safe 
custody  of  the  duplicate  keys,  and  to  make  a  thor- 
ough inspection  of  all  the  affairs  of  the  Branch.  The 
General  Slanager  must  be  advised  without  delay  of 
the  result  of  these  examinations. 

55.  On  the  completion  of  lis  inspection  he  shall, 
at  his  leisure  but  without  o:  necessary  delay,  read 
carefully  the  tiles  of  the  Specia'  Correspondence  with 
Head  Office  for  the  previous  two  or  three  years,  that 
he  may  be  able  to  thoroughly  understand  the  business 
of  the  Branch  and  the  attitude  of  Head  Office 
towards  it. 

56.  The  Manager  shall  have  charge  oi  the  general 
business  of  the  Branch  to  which  lie  has  been  ap- 
pointed, subject  to  the  orders  of  the  Board  or  the 
instructions  received  from  the  General  Manager. 
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57.  The  Board  of  Directors  look  to  the  llanager 
not  only  for  the  efficient  discharge  of  the  duty  more 
immediately  connected  with  his  department,  but  also 
for  a    constant    and  vigilant    superintendence  over 
every    department    of    the   business,  and    over    the 
department  and  conduct  of  the  officers  both  in  and 
out  of  the  office.     It  will,  therefore,  not  be  admitted 
by  the  Board   )f  Directors  as  an  excuse  on  the  part 
of  the  .Manager,  or  of  the  officer  acting  in  his  absence 
for  neglect  or  irregularity  in  any  department  of  the 
Branch,  that  such  neglect  or  irregularity  was  occa- 
sioned by  the  default  of  any  officer,  unless  it  shall 
clearly  appear  that  there  was  no  relaxation  on  the 
part  of  the  Manager,  or  officer  acting  for  him,  and 
that  such  neglect  or  irregularity,  if  of  a  serious  char- 
acter, was  at  once  reported  to  the  General  Jlana-'er 
The  Manager  and   xVccountant   have   duties  to   per- 
form in  some  respects  independent  of  each  other  but 
nothing  m  these  instructions  must  be  construed  in 
any  degree  whatsoever  as  relieving  the  Manager  of 
responsibility    over    everything  that    occurs   at    his 
Branch  or    a.s  infringing  upon    the    control  of    the 
.Manager  over  the  Accountant  and  other  officers. 

58.  The  iranager  will  see  that  proper  discipline 
IS  mamtained  in  the  office,  will  arrange  the  division 
of  work,  and  see  that  his  subordinates  perform  their 
duties  in  a  thoroughly  efficient  manner.  He  will  see 
that  proper  checking  of  the  work  is  done  in  accord- 
ance with  the  rules  hereinafter  laid  down. 

59.  In  case  the  Manager  should  find  it  necessary 
to  be  absent  he  will  advise  Head  Office  or  the  Western 
Superintendent,  making  such  arrangements  and  leav- 
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ing  such  instructions  that  the  business  can  go  on 
without  interruption. 

60.  The  Manager  will  make  himself  acquainted 
with  the  Bank  Act,  Bills  of  Exchange  Act,  and  the 
Acts  relating  to  the  transmis.sion  of  Real  Estate  and 
Jlortgages  thereon.  Timber  Limits,  Chattel  llort- 
gages,  Insolvency  and  Insurance,  and  every  other 
matter  which  relates  to  the  security  which  can  be 
lawfully  taken  by  a  Bank. 

61.  The  Manager  must  see  all  correspondence. 

62.  The  Manager  should  keep  a  report  book, 
entering  therein  his  opinion  as  to  the  standing,  char- 
acter and  business  habits  of  business  people  in  the 
vicinity,  and  he  is  to  keep  it  closely  written  up  with 
any  reports  which  he  may  hear  to  affect  such 
standing. 

63.  The  book  should  contain,  also,  reports  he  may 
have  given  on  parties  about  whom  enquiries  have 
been  made. 

64.  It  is  a  matter  of  importance  that  this  duty 
shal\  be  attended  to  with  care  and  regularity,  as  the 
information  becomes  of  the  utmost  importance  to 
succeeding  Managers. 

65.  The  Manager  shall  keep  hiuself  informed  of 
the  general  news  of  the  neighborhood,  forwarding  to 
the  General  Manager  any  information  interesting  to 
the  Bank. 

66.  The  various  returns  required  by  Head  Office 
are  to  be  forwarded  in  due  time,  and  for  their  con- 
tents the  Iilanager  will  be  held  responsible. 
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67.  It  shall  be  the  duty  of  the  Manager,  either 
individually  or  in  conjunction  with  the  Accountant 
or  other  competent  officer: 

(a)  To  compare  carefully  each  day  with  their  respec- 
tive vouchers  all  the  entries  in  the  Cash  Book  and 
Supplementary  Cash  Book,  enquiring  into  the 
regularity  of  endorsements  on  the   vouchers. 

(b)  To  examine  the  signatures  and  endorsements  on 
all  cheques  and  vouchers  paid  on  the  previous  day, 
and  ob8er\e  particularly  the  destination  of  the 
proceeds. 

(c)  To  compare  all  credit  entries  with  the  Registers 
and  other  records  of  original  entry,  and  to  satisfy 
himself  that  all  commissions  due  are  credited 
exchange. 

(d)  To  see  that  the  proper  entries  have  bee.,  made  in 
the  Collection  Register  and  Collection  Diary,  in 
the  Cash  Book  and  in  the  Deposit  Ledgers,  for  all 
items  received  or  advised  in  the  correspondence. 

(e)  To  see  that  the  additious  and  extensions  are  cor- 
rectly made  in  the  Cash  Book  and  books  of 
original  entry. 

(f)  The  performance  of  these  duties  must  be  attested 
daily  by  the  initials  of  the  Manager  or  Assistant 
Manager  in  the  Cash  Book  opport=  the  balance  to 
be  carried  forward. 

(g)  At  Branches  where  the  Accountant  performs  the 
duties  of  Teller,  the  Manager  must  make  the  com- 
parisons referred  to  without  the  assistance  of  the 
Accountant. 

(h)  Every  entry  made  in  the  Cash  Book,  Supple- 
mentary Cash  Book,  Entry  Journal  and  Discount 
Blotter  for  Current  and  Savings  Accounts  must  be 
compared  with  the  Ledgers  before  10  o'clock  on 
the  following  day  by  the  Manager,  with  the 
assistance  of  an  officer  other  than  the  Teller  or 
the  Current  Account  or  Savings  Ledger-Keeper. 

(i)  The  comparison  of  all  entries  in  the  Savings 
Ledger  must  be  attested  by  the  initials  of  the 
Manager,  Accountant  or  other  officer  authorized  by 
Head  Office,  opposite  each  entry. 

(j)  Entries  in  the  General  Ledger  shall  be  compared 
by  the  Manager  or,  in  the  larger  offices,  by  the 
Accountant. 
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(k)  When  the  vouchers  have  been  checked,  the  Man- 
ager will  see  that  the  cheques,  drafts  and  Savings 
Bank  Receipts  are  cancelled  with  the  perforating 
stamp  supplied  by  Head  Office,  so  as  to  preclude 
the  possibility  of  their  being  used  a  second  time. 
They  must  then  be  delivered  to  the  proper  o£Qcer 
to  be  filed  away. 

68.  In  cance!Iing  these  voueliors  care  must  be 
taken  not  to  I'ancel  notes  attaehe(i  to  charge  slips  for 
the  purpose  of  their  being  charged  back  to  a  cus- 
tomer's account. 

69.  Commission  collected  by  the  Teller  on  cheques, 
drafts,  etc.,  payable  at  places  where  the  Bank  has  no 
Branch,  and  sent  in  with  the  Cash  Deposits  to  other 
Banks,  must  be  credited  to  Exchange  at  the  close 
of  day. 

70.  The  Manager  when  examining  the  Teller's 
Cash  must  examine  the  cheques  on  which  the  Bank 
is  entitled  to  receive  commission,  and  verify  the  cor- 
rectness of  the  Credit  Slip. 

71.  The  Jlanager,  or  officer  acting  in  that  capac- 
ity, shall  examine  the  Teller's  Cash  Balance  Book 
daily,  and  shall  compare  the  balance  of  cash  as  shown 
there  with  the  amount  as  shown  in  the  General  Cash 
Book,  and  shall  laitial  the  Teller's  Balance  Book 
Daily,  and  require  an  explanation  to  be  made  to  him 
of  all  discrepancies  or  irregularities.  A  memorandum 
of  this  explanation  must  be  in  writing  in  the  Teller's 
Blotter  with  such  details  as  will  make  the  transaction 
perfectly  clear  to  the  Inspector  on  his  next  visit. 

72.  The  Manager  shall  see  that  all  blank  draft 
forms  in  daily  use  are  locked  in  the  safe  at  the  close 
of  each  day's  business. 


RULES  AND  REGl'LATIONS 


73.  He  must  also  examine  the  cash  in  the  presence 
of  the  Teller  each  day  before  locking  up.  lie  must 
examine  and  count  the  number  of  bundles  and  check 
them  off  with  the  Teller's  Balance  Book,  and  also 
verify  any  other  large  items  included  in  the  total, 
and  check  the  additions  of  the  Balance  Book. 

74.  This  must  be  done  in  such  a  manner  that  he 
may  satisfy  himself  as  to  the  accuracy  of  the  cash 
within  an  amount  of  $500  or  $1,000  at  most. 

7j.  The  Manager  and  Teller  together  must  place 
the  cash  in  the  box  and  see  it  locked  in  the  safe. 

76.  At  irregular  intervals  not  greater  than  60 
days  apart,  he  shall  verify  tlie  cash  in  the  Teller's 
hands  by  actual  count,  and  shall  certify  this  over  his 
own  signature  in  the  Teller's  Balance  Book. 

77.  The  Manager  must  each  day  examine  the 
cheques  of  other  Banks,  in  the  Teller's  possession. 

78.  It  is  tile  duty  of  the  Manager  to  see  that 
advice  of  all  remittances  of  cash  is  promptly  sent 
under  separate  cover,  and  an  acknowledgment  duly 
received.  He  must  also  satisfy  himself  that  the  per- 
son giving  a  receipt  for  the  parcel  in  the  receipt  book 
of  the  Express  Company  or  Post  Office  is  duly  author- 
ized to  do  so. 

79.  It  is  not  within  a  Manager's  province  to  issue 
a  credit  authorizing  a  loan  or  discount  at  another 
Bran  H,  or  to  discount  paper  for  a  customer  of 
anotl.jr  Branch;  such  authorization  can  issue  from 
the  General  Manager  only. 

80.  Managers  shall  not,  unless  specially  instructed 
to  do  so  by  the  General  JIanager,  allow  customers  or 
outsiders  to  peruse  the  official  correspondence,  either 
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in  part  or  in  whole;  it  must  be  considered  strictly 
confidential  as  between  Head  Office  and  Branches,  or 
between  Branch  and  Branch. 

81.  In  this  connection  it  is  advisable,  as  far  as 
possible,  to  avoid  quoting  KeaC  Office  as  your  author- 
ity in  discussing  your  customer's  affairs  with  him. 
Instructions  must  be  fulfilled  as  between  Manager 
and  customers  without  reference  being  made  to  orders 
received  from  the  General  Manager. 

82.  The  utmost  care  must  be  exercised  in  giving 
out  information  regarding  the  standing  of  customers 
and  others.  An  unduly  favorable  expression  of  belief 
might  result  in  the  Bank  being  mulcted  for  damages, 
and  an  adverse  report  might  bring  suit  from  the 
person  concerned  on  the  plea  that  his  credit  had  been 
injured. 

83.  Reports  given  out  on  the  standing  of  ,,arties 
must  invariably  be  written  on  the  special  paper  pro- 
vided by  Head  Office  for  that  purpose,  headed  "Con- 
fidential and  without  prejudice  to  this  Bank  or  the 
writer." 


ACCOUNTANT. 

84.  Under  the  direction  of  the  Manager,  the 
Accountant  is  required  to  exercise  a  vigilant  and 
unremitting  supervision  over  each  department  of  his 
office,  and  see  that  proper  discipline  is  maintained. 
He  must  satisfy  himself  that  all  books  are  properly 
kept,  and  the  Ledgers,  Cash  Books,  etc.,  properly 
balanced.  He  shall  countersign  all  drafts.  Letters  of 
Credit,  Deposit  Receipts,  and  other  documents  requir- 
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ing  countersigning,  and  certify  to  the  correctness  of 
all  Head  Office  r  lurns,  adjustments  and  statements. 

85.  He  will  be  responsible  for  the  accuracy  of 
the  books  and  accounts  of  the  office. 

86.  He  must  consider  himself  a  confidential  officer 
of  the  institution,  and,  as  such,  will  endeavor  to  fully 
inform  himself  in  regard  to  the  business  of  the 
Branch,  and  the  standing  of  the  customers, 

87.  The  Accountant  shall  have  access  to  all  Head 
Office  correspondence,  so  that  he  may  inform  himself 
regarding  the  business  of  the  Branch  sufficiently  to 
take  charge,  if  called  upon,  during  the  Manager's 
absence. 

88.  In  the  absence  of  the  JIanager  the  Accountant 
must  see  the  Teller's  cash  locked  in  the  safe  each 
day. 

89.  The  Book  of  Deposit  Receipt  forms  is  to  be 
kept  in  the  possession  of  the  Accountant  during  the 
day,  and  placed  in  the  burglar-proof  safe  over  night. 

90.  Candidates  for  an  Accountant's  position  are 
expected  to  be  able  to  answer  questions  on  such  mat- 
ters as  Double  Entry  Book-Kceping,  Bills  of  Ex- 
change Act,  Bank  Act,  customs  of  bankers  and 
traders,  and  the  subjects  with  which  a  good  business 
man  should  be  familiar. 
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SECTION  III 


VAULT  AND  SAFE-CASH,  TELLER,  ETC, 

101.  The  custody  of  the  combiuations  and  time 
locks  ia  one  of  the  most  important  trusts  in  the  Bank. 
Every  officer  must  understand  that  he  will  be  held 
strictly  to  account  for  the  intelligent  observance  of 
the  foUotting  rules,  and  for  the  maintenance  of  the 
Bank's  security  as  regards  any  point  which  may  not 
be  specifically  covered  by  the  rules: 

102.  The  custody  of  the  vault  and  safes  must  be 
so  regulated  that  the  co-operation  of  two  officers 
shall  at  all  times  be  necessary  to  afford  access  to 
safes.  No  officer  shall  communicate  '  is  combination 
or  surrender  his  key  to  another,  unless  such  transfer 
be  rendered  necessary  by  his  absence  or  removal,  and 
then  in  such  a  manner  only  as  shall  not  impair  the 
absolute  division  of  custody  above  described. 

103.  No  one  outside  the  Bank  should  have  a'jy 
information  as  to  the  distribution  or  custody  of  the 
various  keys  and  combinations,  and,  for  this  reason, 
no  lock  should  be  opened  in  the  presence  of  anyone 
not  connected  with  the  Bank  if  it  can  be  avoided. 

104.  The  numbers  of  the  upper  combination  lock 
of  the  Cash  Safe  shall  be  known  only  to  the  Manager 
and  Accountant,  or  one  of  them;  and  those  of  the 
lower  to  only  one,  or  not  more  than  two,  of  the  officers 
of  the  Branch  other  than  those  who  are  in  possession 
of  the  combination  numbers  of  the  upper  lock.  If 
officers  of  the  Branch  occupy  rooms  connected  with 
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the  Bank,  the  numbers  of  both  upper  and  lower  locks 
must  not  be  known  to  any  two  of  the  officers  oocupy- 
ing  such  rooms. 

105.  When  the  numbers  of  a  combination  lock  are 
transferred  to  another  officer,  no  mattur  for  how 
short  a  time,  the  combination  must  be  immediately 
re-set.  The  officer  taking  over  the  custody  of  the 
lock  must  understand  that  observnni'c  of  this  rule  is 
necessary  for  his  own  protection.  Each  officer  hav- 
ing charge  of  a  lock  is  responsible  to  that  e-'  nt  for 
what  it  protects,  and  it  is  his  duty  to  see,  above  all 
things,  that,  where  joint  custody  is  involved,  it  is 
impossible  for  the  officer  in  charge  of  the  other  lock 
to  learn  his  numbers.  Unless  he  at  once  re-sets  his 
lock  on  taking  it  over,  he  obviously  cannot  be  sure 
of  this  since  the  numbers  are  not  in  his  sole  control. 
When  a  change  in  the  numbers  has  been  made,  the 
correct  numbers  are  to  be  forwarded  on  the  day  of 
the  change  to  the  Chief  laspeetor  of  the  Bank  by 
registered  mail.  Special  envelopes  are  provided  for 
the  purpose,  and  these  envelopes  should  be  sealed 
with  the  officer's  private  seal.  Advice  is  to  be  sent 
by  separate  letter. 

106.  Combinations  of  more  than  one  lock  of  an 
outer  door  of  a  safe  or  vault  must  not  be  forwarded 
^j  the  same  mail. 

107.  When  the  numbers  on  which  the  combination 
is  set  are  to  be  changed,  care  should  be  taken  to 
choose  such  numbers  as  would  not  be  readily  guessed 
by  any  expert  burglar  who  might  attempt  to  open 
the  safe. 
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108.  Irregular  numbers  that  have  no  possible  con- 
nection with  each  other  should  be  chosen  such  as 
19-42-67  or  11-26-59-83. 

109.  No  change  is  to  be  made  in  the  combination 
numbers  unless  ordered  by  the  Manager,  or  under 
instructions  from  Head  Office. 

110.  Any  officer  who  re-sets  a  lock  must  not  close 
the  vault  or  safe  door  until  he  has  satisfied  himself 
by  throwing  the  bolts  and  turning  oflf  the  combina- 
tion several  times  that  it  will  open  readily  on  the  new 
numbers. 

111.  Where  the  compartments  containing  cash 
have  two  locks,  the  check  key  of  the  Teller's  compart- 
ment shall  be  held  by  the  Manager,  and  the  check 
key  of  the  JIanager's  compartment  shall  be  held  by 
the  Accountant. 

112.  The  duplicates  of  keys  shall  be  deposited  in 
a  sealed  envelope  with  another  Bank  for  safe-keeping. 
The  keys  must  invariably  be  sealed  up  by  the  Man- 
ager and  Accountant  personally,  the  package  bearing 
a  superscription  of  the  following  import:  "Deposited 
by  the  Manager   and  Accountant  of    the    Bank   of 

Toronto    Branch    with    the    

Bank day  of to  be  given  up 

only  on  the  joint  order  of  the  said  Manager  and 
Accountant  or  of  the  two  officers  at  the  Branch  act- 
ing as  Manager  and  Accountant  at  the  time  of 
surrender. ' ' 

113.  Envelopes  for  the  purpose  are  provided  by 
Head  Office. 

114.  A  receipt  should  be  prepared  beforehand 
ready  for   signature  by    the  Manager  of  the    Bank 
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where  the  keys  are  to  be  deposited,  which  ghould 
expressly  state  that  they  will  be  surrendered  only  in 
accordance  with  the  instructions  given,  and  it  is  the 
duty  of  the  Manager  and  Accountant  to  see  that  it 
is  properly  signed. 

il5.  This  receipt  must  be  entered  in  the  Security 
Book. 

116.  No  person  whatever,  except  the  Bank's 
officers  having  charge  of  the  keys  and  combinations 
for  the  time  being,  shall  have  access  to  the  locks  on 
the  doors  of  the  vaults  and  safes  unless  specially 
authorized  by  Head  Office. 

117.  Keys  for  changing  combination  locks  when 
not  in  use  must  be  placed  in  the  Treasury  Compart- 
ment. 

118.  A  record  must  be  kept  in  a  book  provided  for 
the  purpose,  of  tlie  hour  when  the  Time  Lock  is  set, 
and  the  record  must  be  initialled  by  the  officer  who 
set  it  and  the  officer  who  checked  t.  The  hour  of 
closing  the  safe  for  the  night  should  also  be  given. 

119.  Some  or  all  of  the  combination  locks  should 
be  changed  as  soon  as  possible  after  the  visit  of  a 
man  from  the  safe  manufactory  or  of  a  Time  Lock 
expert. 

120.  The  door  of  the  cash  safe  must  never  be  left 
open.  After  the  Teller  has  taken  out  his  cash  for  the 
day,  the  door  must  be  closed  and  the  holts  shot,  and 
the  Manager's  combination  thrown.  Inis  will  prevent 
any  tampering  with  the  combinations. 

121.  Under  no  circumstances  may  any  of  the 
Bank's  books  be  left  between  the  outer  and  inner 
doors  of  the  vault  over  night. 
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122.  TliP  Manager  shall  so  nrrnoKe  that  the  whole 
of  the  ea«h  ex,.e|,t  nu-h  as  it  will  he  n,M.i.«wry  f, 
place  in  the  hand,  of  the  Teller  tor  the  e.irrent 
bu,me«  of  the  offlee.  ,hall  ,.e  unJer  his  exeh.si^" 
charge,  an.l  shall  he  kept  in  ,1..  Trea.s„r>-  (•„„„„„. 

123.  All  trnmfers  of  ca^h  to  and  from  the 
Treasury  shall  be  duly  reeor-led  and  initialled  in  the 
Treasury  Rook  whieh  ,„ust  .„■  kept  in  the  compart- 
ment  alonw  with  the  Treasury  eash. 

124.  When  a  Hrnneh  has  more  circulation  on  hand 

than  It  re,,uires.  a.lv should  he  sent  to  Head  Om.'e 

that  iiistnictions  as  to  the  disposal  ,„av  he  Riven       ' 

for 'if/'!'!''!  "/""'''^  "  ■'"'""'•''^  t*-"  requisition 
for  It  should  he  forwanled  so  that  the  parcel  will  not 
lu  in  the  hxpress  Offle,-  or  Post  Offiee  over  a  Sunday 
or  a  holiday,  or  he  in  transit  over  a  halance  dav 

126.  Express,  postage  and  in.ura. . .  charKes  on 
all  money  parcels  will  he  borne  by  the  remitting  offiee 
except  .„  the  ea.se  of  parcels  ordere.l  hy  tl,e  receiving 
office,  when  the.se  ..harges  will  be  paid  by  the  latter 

127.  Remittances  of  surplus  cash  must  be  for- 
warded so  as  to  reaeh  their  destinati.m  not  later  than 
Jnday  ot  each  week,  rs  Friday  is  Balance  Day 

128^  Remittances  of  other  bank  notes  must  be 
forwarded  so  as  to  reaeh  Toronto,  .Montreal,  Winni- 
peg or  Vancouver  not  later  than  Thursday  of  each 
week,  a.s  notes  received  after  Thursday  Mnnot  be 
cleared  until  the  following  IFonday. 

129.  Arrangements  for  ca.sh  must  be  made  so  that 
the  parcels  will  not  at  any  time  lie  in  the  Post  Office 
or  Express  Offiee  over  a  holiday  or  a  Sunday,  and 
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also  that  they  slmll  not  rcai'h  Toronto  or  any  othor  of 
our  large  »ranchc8  on  the  laat  ilay  of  the  month,  or 
be  in  transit  Friday  night  or  the  end  of  the  month. 

]•'!<).  When  a  remittance  of  money  is  received  from 
another  Uraneh  or  from  any  other  souree,  the  seals 
should  he  earefully  examined  liefore  a  re-'eipt  is  (tiven 
to  the  Express  C'omiiany  or  Post  Office,  and,  if  they 
are  broken  to  such  an  extent  as  to  mal«e  it  possible 
that  the  paekage  has  been  Uimjiered  with,  it  sliould  be 
counted  in  the  presence  of  the  Express  Company's 
employee.  Care  miiM  be  taken  in  every  ca.sc  to  pre- 
serve the  wrapper  in  wliieh  any  money  remittanee  is 
re<feived  until  the  parcel  has  been  counted  and  veri- 
fied. In  opening  a  parcel  of  money  care  should  be 
taken  not  to  break  the  seals.  The  wrapping  sli  ild 
be  cut,  not  torn,  so  that  the  intact  scaling  may  .  .■ 
used  as  evidence  of  the  amount  originally  enclosed 
in  the  parcel. 

131.  Pareeb  of  casli  .0  be  sent  by  Post  must,  in 
accordance  with  the  regulations  of  the  Post  Office 
Department,  be  securely  tied,  then  a  wrapper  of  the 
Kraft  brown  paper  to  go  at  lea.st  twice  around  the 
parcel  be  put  on  and  tied.  The  whole  to  be  enclosed 
in  an  outside  wrapper  of  linen  lined  paper,  which  is 
to  be  tied  and  sealed.  Both  kinds  of  paper  will  be 
supplied  on  application,  by  Head  Office. 

132.  In  the  case  of  money  sent  by  mail  the 
amounts  must  not  be  shown  on  the  parcels. 

133.  Money  parcels,   Tionds  and  other  Securities 
may  be   transmitted   by   express   or   registered    mr.'l 
insured.     Economy  will  direct  the  means  of  tr,  ,  s 
mission. 
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134.  In  transmitting  parcels  by  registered  mail, 
the  conditions  imposed  by  Insurance  Companies  must 
be  fully  carried  out,  as  non-compliance  would 
materially  aflfect  the  Bank's  position. 

13.5.  All  money  parcels  by  Registered  Hail  must 
be  called  for  at  the  Post  Office  by  two  officers  pre- 
viously designated  by  the  Jlanager,  and  they  shall 
duly  receipt  for  the  parcel. 

136.  The  Express  Companies  deliver  at  the  Branch 
to  which  they  are  addressed  any  money  parcels  sent 
through  them. 

137.  All  money  parcels  despatched  whether  by 
Express  or  Registered  Mail  Insured,  mast  be  delivered 
at  the  Express  Office  or  the  Post  Office  by  two  officers. 

138.  Parcels  of  money  or  securities  to  be  sent  by 
Express  must  be  marked  on  the  outside  with  the  full 
monetary  value  of  the  parcel  and  must  be  delivered 
at  the  office  of  the  Express  Company  as  no  officer  of 
the  company  is  authorized  to  receive  money  parcels 
outside  of  the  Express  Office,  and  the  company  denies 
liability  in  the  case  of  such  parcels  if  they  should  be 
lost  before  reaching  the  company's  office. 

139.  Remittances  of  notes  by  mail  to  the  United 
States  must  not  be  too  bulky  to  be  enclosed  in  an 
envelope.  United  States  postal  regulations  forbid 
transmission  of  sealed  parcels  through  the  mails  in 
other  than  letter  form,  and  the  Canadian  regulations, 
in  consequence,  direct  that  such  parcels  addressed  to 
places  in  the  United  States  shall  be  sent  to  the  Dead 
Letter  Office. 

140.  Notes  of  the  local  Banks  must  be  exchanged 
daily. 


Bl'LES  AND  REGI'LATIONS 


141.  T^  ;pi'".«;  parcels  and  deposits  for  other  Banks 
must  in  .triably  he  t.ik;n  out  by  two  officers,  and  tlie 
entry  i'  il  ;•  passbooi.  acknowledging  the  latter  must 
be  initiii.'l  by  (he  .lecountant.  At  Hranehes  where 
the  staff  consists  o:  three  officers  only,  this  duty  must 
be  performed  before  or  after  banking  hours. 

142.  When  a  note  of  the  Bank,  so  mutilated  as 
not  to  be  rea.ionably  entire,  is  presented  for  payment, 
it  must  first  be  referred  to  Head  Office,  accompanied, 
if  possible,  by  a  Statutory  Declaration  which  may  be 
dra^vn  up  by  the  Manager  or  Accountant,  and  must 
be  signed  by  the  owner  or  other  person  having  know- 
ledge of  the  facts,  stating  how  the  note  was  mutilated 
and  what  has  become  of  the  missing  parts.  If  other 
people  besides  the  owner  were  pre.scnt  at  the  time  of 
the  mutilation,  their  verification  of  the  statement 
should  be  obtained  in  writing.  What  is  required  is 
a  reasonable  amount  of  direct  evidence  that  the  miss- 
ing portions  of  the  bill  have  actually  been  destroyed. 
Without  some  proof  of  this  kind  mutilated  notes  can- 
not be  redeemed  at  their  face  value. 

143.  The  reason  for  this  is  that  portions  of  notes 
of  large  denominations  are  constantly  being  used  by 
swindlers  to  "raise"  notes  of  smaller  denominations. 

144.  Prom  day  to  day  all  soiled  or  mutilated  notes 
must  be  removed  from  those  which  are  to  be  re-is.sued, 
and  the  Manager  shall  see  that  this  duty  is  performed 
with  judgment  and  thoroughness.  I'nissuable  notes 
sent  to  Head  Office  for  destruction  should  be  straight- 
ened out  and  put  up  as  neatly  as  possible.  The  notes 
must  be  divided  into  denominations  of  if5,  $10,  $20, 
and   $50,   and   each   denomination   sub-divided   into 
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letters,  and  each  division  and  sub-division  t?od 
separately  with  twiae.  A  speeifieatioa  shall  accom- 
pany each  lot  of  notes  forwarded  in  the  following 
form: 


(Say) 

10  X  $  5. 
20  X      5. 
50  X      5. 

B 
C 
D 

80  X  $  5. 

15  X  $10. 
5  X     10. 

B 

C 

20  X  $10. 

1-  X  $20. 
10  X     20. 

A 
B 

20  X  $20. 

5  X  $50. 
15  X    50. 

A 
B 

-$400. 


20  X  $50. 


-$400 


—$1,000. 


$2,000. 


14.1.  The  amount  forwarded  must  be  advised  at 
debit  of  Head  Office  on  the  day  of  the  remittance. 
The  branches  at  Toronto,  Jlontreal,  London,  Winni- 
peg and  Vancouver  will  forward  mutilated  notes  to 
Head  Office  as  soon  as  these  amount  to  $5,000.  All 
other  branches  will  forward  when  the  amount  on  hand 
reaches  $2,000. 
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14f.  In  redeeming  parts  of  mutilated  Dominion 
Notes.     ,e  following  is  the  scale: 

Less  than  two-fifths  of  a  note. . .  .Nothing. 
Over  two-fifths  and  not  over  three- 
fifth's   Half  value. 

Over  three-fifths    Full  amount. 

Soiled  or  mutilated  notes  of  the  Dominion  of 
Canada  (legal  tenders)  transmitted  for  redemption 
must  not  be  mixed  with  notes  which  are  perfoetlv 
whole  and  comparative!}-  clean. 

147.  In  making  up  parcels  of  mutilated  Dominion 
Notes  for  redemption  at  the  different  Receivers  Gen- 
eral Offices,  care  must  he  taken  to  see  that  the  notes 
are  all  straightened  out  and  put  up  as  neatly  as 
possible. 

148.  The  attention  of  officers  of  the  Bank  is 
directed  to  the  clause  of  the  Bank  Act  respecting 
counterfeit  notes,  which  reads  as  follows: 

"Every  officer  o£  any  Bank  and  everv  person  acting  as 
or  employed  by  any  Banker  shall  stamp  or  write 
m  plain  letters  upon  every  counterfeit  or  fraudulent 
note  issued  in  the  form  of  a  Dominion  or  Bank 
JMoto  and  intended  to  oircul.-ite  as  monev  which  is 
presented  to  him  at  his  place  of  business  the  word 
Counterfeit,-  'Altered,'  or  'Worthless.'  If  such 
olHcer  or  person  wronEfully  stamps  anv  genuine 
note  he  shall  upon  presentation  redeem '  it  at  the 
face  value  thereof. ' ' 


CASH— TELLER,  ETC. 

149.  One  of  the  essential  requisites  for  an  officer 
filling  the  position  of  Teller  is  a  courteous  manner 
towards  the  public. 
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150.  The  Manager  is  strictly  to  ibserve  that  the 
Teller  never  has  a  surplus  of  cash  on  hand. 

(a)  OWN  NOTES:  Except  at  some  of  the  larger  offices 
$20,000  is  to  be  the  marimum  of  all  denominationfl 
at  any  one  time.  In  the  small  branches  $10,000 
is  to  b«  the  limit. 

(b)  LARGE  LEGAL  TENDERS  are  to  be  lodged  in  the 
Treasury  Compartment  of  the  safe  rnder  the  cus- 
tody of  the  Manager. 

(e)  GOLD:  As  it  accumulates  is  to  be  withdrawn  by 
$1,000  to  form  part  of  the  Manager's  cash.  A 
Teller  is  not  to  hold  more  than  $l/!00. 

(d)  MUTILATED  BILLS:  When  they  reach  $1,000  are 
to  be  withdrawn,  and  form  part  of  the  Manager's 
cash. 

(e)  SUNDRY  BILLS  are  to  be  forwarded  weekly. 
Should  the  accumulation  for  the  week  exceea  $4,000 
they  shall  be  forwarded  oftener. 

151.  The  Teller  will  be  held  resronsible  for  all 
cash  committed  to  his  care,  and  for  the  accuracy  of 
all  receipts  iind  payments  over  the  count  .^r. 

132.  All  differences  in  the  Teller's  cf.sh  must  be 
promptly  looked  for,  and,  if  not  discovered,  must  be 
arranged  within  three  days.  In  the  case  of  a  de- 
ficiency, the  Teller  must  make  the  amount  good  out 
of  his  own  pocket.  If  there  is  a  surplus  the  amount 
shall  be  credited  to  an  account  called  "Teller's  Stir- 
plus  Account"  in  the  Deposit  Ledger.  No  debits 
shall  be  made  in  this  account  without  the  permission 
of  the  Manager,  who  will  indicate  it  by  his  signature 
on  the  voucher,  which  must  contain  full  particulars  of 
the  transaction. 

153.  Differences  of  |20  or  over  which  are  not 
found  within  the  three  days?,  and  are  either  made 
good  by  the  Teller  or  credited  to  Teller's  Surplus, 
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fflust  be  reported  to  the  Chief  Inspector  or  Western 
Snpenntendent. 

154.  No  portion  of  a  money  remittance  received 
shaU  be  mingled  with  the  Teller's  cash  until  the  whole 
remittance  has  been  counted,  and,  in  the  event  of  any 
deficiency  or  error  being  detected  by  the  Teller  he 
shall  immediately  report  tlie  same  to  the  Manager  or 
Accountant,  who  shall  thereupon  at  once  examine 
and  coun.  the  whole  remittance.  Advice  must  also 
be  sent  at  once  to  the  office  or  correspondent  from 
whom  the  remittance  is  received,  and  the  wrapper 
forwarded  for  their  inspection  if  it  should  he  required. 

155.  The  Teller  must  keep  the  cash  in  his  custody 
carefully  sorted,-the  notes  of  various  Banks  under 
their  respective  names  and  denominations,  the  specie 
according  to  its  kind,  etc.  In  this  way  his  cash  will 
always  te  in  a  position  to  be  counted  or  handed  over 
to  another  officer. 

156.  The  Teller  will  prepare  all  money  parcels, 
making  out  the  necessary  specification. 

157.  The  parcel  must  then  be  counted  by  a  senior 
clerk  m  the  presence  of  the  Teller.  These  two  officers 
will  then  seal  up  the  parcel,  using  two  thicknesses  of 
wrapping  paper,  initial  the  specification,  and  see  that 
a  receipt  is  obtained  from  a  duly  authorized  employee 
of  the  Express  Company  or  the  Post  Office  The 
officers  employed  to  count  and  seal  up  the  parcels 
must  be  able  each  for  himself  to  make  oath  as  to  the 
sum  enclosed. 

158.  A  copy  of  the  specification  of  the  notes  sent 
m  a  remittance  must  be  kept  until  acknowledgment 
of  remittance  is  received. 
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159.  Notes  of  other  Banks  to  be  deposited  with  the 
Local  Banks  must  be  cheeked  in  the  presence  of  the 
Teller  by  another  officer  who  with  the  Teller  shall 
attest  the  performance  of  the  duty  by  initialling  the 
specification  slip  accompanying  sjch  notes.  This  duty 
should  be  performed  immediately  before  the  parcel 
is  handed  to  the  messengers  for  delivery,  and  it  shall 
be  incumbent  upon  such  second  officer  to  witness  the 
sealing  of  the  parcel  by  the  Teller  and  its  immediate 
passage  from  his  hands  to  the  Messengers'. 

160.  All  deposits  or  moneys  received  for  any  pur- 
pose must  be  counted  throughout  by  the  Teller  in  the 
presence  of  the  customer  before  any  portion  is  sorted 
into  the  till. 

161.  This  regulation  is  particularly  for  the  pro- 
tection of  the  Teller,  as,  when  any  portion  of  the 
cash  received  has  been  sorted  away,  it  is  impossible 
for  him  to  substantiate  any  difference  there  may  be 
in  the  amount  claimed  to  have  been  handed  in  by  the 
depositor. 

162.  Tellers  must  not  cash  or  receive  on  deposit 
or  otherwise,  unmarked  cheques  on  other  Banks,  or 
items  payable  out  of  town,  unless  they  have  been 
authorized  to  do  so  by  the  JIanager. 

163.  Customers  or  others  who  are  unable  to  write, 
and  who  sign  by  mark  on  cheques  or  other  docu- 
ments, must  be  identified  to  the  satisfaction  of  the 
Teller,  but  in  no  case  should  the  Teller  witness  the 
mark,  which  must  be  attested  by  an  independent 
witness  who  should  not  be  an  officer  of  the  Bank.  In 
such  cases  the  Finger  Print  System  will  be  found 
specially  useful. 
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164.  Always  bear  in  mind  tliat  Bank  Drafts, 
Express  Orders  and  Circular  Letters  of  Credit,  et-;., 
are  al'  liable  to  forgery  and  alteration. 

165.  The  Teller  should  carefully  e.tamine  all 
cheques  presented  for  encashment  and  he  tlioroughly 
satisfied  that  they  are  in  order  before  making  pay- 
ment. 

166.  The  Teller  must  insist  upon  the  identilication 
of  every  person  unknown  to  him,  to  whom  money  is 
to  be  paid,  and  particular  caution  must  be  exercised 
in  the  pajnnent  of  hirge  cheques  to  any  party  pre- 
senting the  same  who  is  not  known  to  l)e  in  every  way 
responsible.  In  the  event  of  there  beins  the  slightest 
doubt  the  Teller  must  refer  the  matter  to  the  Jlan- 
ager. 

167.  In  the  ca.se  of  "wages"  or  "pay"  cheques, 
etc.,  where  customers  are  in  the  habit  of  sending  a 
representative  or  messenger  for  the  money  each  week, 
if  the  amount  is  at  any  time  larger  tlian  usual,  care 
should  be  taken  to  see  that  the  cheque  has  not  been 
forged  or  raised. 

168.  The  possibility  of  being  victimized  by  con- 
fidential clerks  or  other  employees  of  the  Bank's 
customers  by  means  of  forged  or  raised  cheques  is 
ever  to  be  borne  in  mind  ;  a  cheque  for  an  appreciably 
larger  sum  than  is  customary,  for  which  cash  is 
demanded  in  payment,  is  in  itself  significant,  and 
should  excite  suspicion.  A  cheque  drawn  payable  to 
a  customer  of  another  Bank  ihould,  in  the  ordinary 
course  of  business,  reach  us  through  the  other  Bank, 
and  such  a  cheque,  even  if  payable  to  bearer,  pre- 
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sented  to  us  over  the  counter  for  encashment  should 
carry  suspicion  on  its  face  and  suggest  enquiry. 

169.  Cheques  payable  to  corporations  or  whole- 
sale firms  are  not  to  be  paid  over  the  counter  to  an 
employee  without  express  sanction  to  the  Bank  by 
the  corporation  or  firm. 

170.  The  Teller  must  not  cash  any  ehetiue  which 
ha-s  been  torn  in  two  and  mended,  without  the  con- 
sent of  the  maker.     See  Circular  No.  1633. 

171.  Clicque-s  which  have  been  altered  from 
"Order"  to  "Bearer"  .should  not  be  paid  without 
the  authorization  of  the  JIanager. 

172.  Cheques  purporting  to  be  accepted  by  other 
Banks,  if  presented  by  strangers,  must  not  be  cashed. 

173.  A  personal  identification  is  valueless  iiitliont 
endorsement,  and  an  endorsement  equally  so  unless 
the  endorser  is  able  to  pay, 

174.  No  identification  is  safe  or  satisfactory 
excepting  the  attendance  at  the  Bank  of  a  well-known 
and  responsible  person  who  endorses  the  cheque  or 
other  instrument  in  presence  of  an  officer  of  the 
Bank.  Any  other  osten-sible  identification  or  endorse- 
ment may  be  fraudulent.  A  person  who  forges  the 
signature  to  a  cheque,  or  raises  the  amount  of  a  draft, 
or  steals  any  negotiable  instrument,  might  be  pre- 
sumed also  to  forge  a  letter  of  identification  or  an 
endorsement  to  serve  the  purpose  of  identification. 

175.  Always  give  the  Bank  the  benefit  of  any 
doubt. 

176.  A  written  identification  which  purports  to  be 
that  of  an  hotel-keeper  or  hotel  clerk  is  especially 
open  to  suspicion. 
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177.  The  Teller  shall  not  cash  any  cheque  until 
it  has  been  certified  by  the  Ledger-Keeper. 

178.  The  Teller  should  be  careful  at  all  times  to 
mark  down  on  the  back  o"  <'he(iues,  etc.,  the  denomina- 
tion of  the  notes  paid  out,  so  that  at  the  end  of  the 
day  he  c^uld,  in  case  of  discrepancy  in  his  cash,  trace 
all  payments,  and  thereby  locate  the  denomination 
in  which  the  discrepancy  occurred. 

179.  Tlie  Teller's  stamp  showing  the  date  of  pa.v- 
ment  must  be  impressed  on  all  debit  vouchers  and 
branch  drafts  at  the  time  of  payment.  The  final  can- 
cellation by  means  of  the  perforating  stamp  must  be 
done  after  the  voucliers  have  been  e.xamined  by  the 
Manager,  and  his  comparison  with  the  Cash  Book,  so 
that  any  voucher  once  thus  cancelled  could  not  be 
again  pa.ssed  through  the  Manager's  hands.  Care 
must  be  taken  not  to  stamp  or  deface  in  any  way  any 
note,  cheque,  draft,  etc.,  charged  back  unpaid  to  a 
customer's  account. 

180.  Deposit  slips  after  being  initialed  by  the 
Teller,  mu.i  be  passed  Ijy  him  direct  to  the  Ledger- 
Keeper  and  not  handed  back  to  the  customer. 

181.  Deposit  slips  must,  in  all  cases,  bear  the 
Teller's  initials  as  an  acknowledgment  of  the  cash, 
and  also  as  the  Ledger-Keeper's  authority  for  passing 
the  amount  to  the  Depositor's  credit. 

182.  Where  part  of  a  cheque  only  is  deposited  to 
the  credit  of  an  account  (a  practice  to  be  strongly  dis- 
couraged) the  signature  of  the  customer  on  the 
deposit  slip  must  be  obtained  to  the  amount  with- 
drawn. 
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183.  The  practice  of  placing  unmarked  cheques  to 
the  credit  of  a  customer  and  making  a  pencil  memo- 
randum in  his  account  to  hold  tlie  funds  for  a  specified 
time,  or  pending  advice  of  payment,  is  forbidden. 
Such  cheques  are  to  be  taken  only  on  collection. 

184.  All  these  various  checks  on  his  work  are 
largely  for  the  protection  of  the  Teller  in  that  tlicy 
lessen,  as  far  as  possible,  the  chances  of  loss  irom 
any  outside  source,  and  for  this  reason  he  must  be 
careful  to  see  that  they  are  constantly  exercised. 

185.  The  special  seal  with  which  each  Branch  has 
been  furnished  must  be  used  for  the  sealing  of  remit- 
tances of  money  and  of  debentures  or  other  security 
payable  to  bearer.  The  Teller  sliall  have  the  custody 
of  !tn  seal.  It  shall  be  kept  in  his  cash  box  and 
deposited  with  it  in  the  Teller's  compartment  in  the 
safe  at  night. 

186.  On  no  pretext  whatever  shall  any  unpaid 
note,  draft  or  acceptance  be  held  as  part  of  the 
Teller's  cash  over  night,  nor  shall  any  cheque,  I.  0. 
U.,  or  other  obligation  of  any  officer  of  the  Bank  be 
held  by  the  Teller  as  part  of  his  cash. 

187.  No  Teller  shall  make  any  entry  in  the  pass- 
book of  customers  or  banks,  nor  in  any  of  the  books 
of  the  Bank  except  in  his  own  Cash  Book  and  Blot- 
ter. In  such  offices,  however,  as  do  not  afford  suffi- 
cient work  to  occupy  a  Teller's  whole  time,  this  rule 
may  be  modified  at  the  discretion  of  the  Manager, 
except  in  the  case  of  entries  in  the  passbooks  of 
customers  or  banks. 

188.  The  Teller  must  not  permit  any  officer  to 
enter  his  Telling  Box  except  the  Manager  and  the 
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ofBcer  who  may  be  authorizod  unticr  paraRrnph  157 
to  make  up  or  check  money  parcels  with  the  Teller. 
The  door  of  tJie  box  shall  close  with  a  spring  and  be 
provided  with  a  spring  lock  opening  on  the  outside 
with  a  key. 

18!).  In  the  small  offices  where  the  Teller  is  per- 
mitted to  leave  the  office  for  lunch,  all  of  his  cash 
shall  be  locked  in  his  compartment  of  the  safe,  except 
a  definite  amount  sufficient  for  the  time  of  absence, 
which  shall  be  counted  and  taken  over  by  the  Man- 
ager or  Accountant.  This  sum,  either  in  cash  or 
vouchers,  shall  be  taken  over  by  the  Teller  im- 
mediately upon  his  return,  together  with  any  deposits 
that  may  be  received,  thus  relieving  the  Manager  or 
Accountant  from  further  responsibility  as  to  his  cash, 
and  continuing  the  undivided  responsibility  of  the 
Teller. 

190.  hii-cels  received  frmii  local  banks  must  !«• 
opened  and  the  cash  (if  any)  cimnte(i,iind  the  amount 
eoinparecl  with  the  slip,  in  tile  prcseneeof  two  oHieers, 
in  Older  that  no  (|iiesiion  nmy  afterwards  arise  an  to 
the  accuracy  of  the  amount  veeeiveil,  or  as  to  cash 
liaviiiff  been  received  and  not  shown  on  the  slip. 
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SECTION    IV. 

DRAFTS,  COLLECTIONS,  ETC. 

201.  All  drafte  and  instructions  for  the  payment 
of  money  mu.st  be  signed  by  the  Manager  or  by  an 
officer  authorized  to  sign  as  pro  Manager,  and  coun- 
tersigned by  the  Accountant  or  officer  authorized  to 
sign  as  pro  Accountant.  Tliis  rule  applies  to  instruc- 
tions to  pay  money  sent  to  another  Branch  or  Cor- 
respondent, or  to  a  coiilirmation  of  a  transfer  of 
money  by  telegram. 

202.  The  Accountant  or  Manager  must  initial  the 
Register  in  the  proper  column  wlicn  signing  drafts. 

20.'i.  I'nder  no  circumistances  shall  any  officer  sign 
a  draft  form  in  blank. 

204.  No  one  except  a  properly  authorized  officer 
is  to  be  allowed  to  sign  drafts.  (For  rule  as  to 
authorization  of  signatures  see  paragraph  No.  250). 

205.  Memoranda  of  cancelled  drafts  must  be 
placed  against  their  respective  numbers  in  the 
Register  and  initialled  by  the  Manager  or  Accountant, 
the  cancelled  form  being  filed  away  for  safe-keeping 
until  the  next  Inspection. 

20fi.  Cancelled  drafts  on  British  or  European 
Corresjiondents  must  be  shown  as  cancelled  on  the 
next  advice  sent. 

207.  Drafts  and  their  preparation  should  not  be 
entrusted  to  any  officer  who  cannot  write  a  neat, 
legible  hand. 
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208.  The  written  amounts  of  drafts  must  com- 
mence at  the  extreme  left  of  the  form,  and  flgurcs  for 
cents  must  appear  immediately  after  the  amount,  not 
at  the  end  of  the  line,  and  a  ruled  line  must  be  drawn 
immediately  following,  thus: 

"One  Hundred  and  Fifty  "li„„ Dollars." 

209.  Kraetional  amounts  in  the  margin  .should  be 
quoted  as  a  vulgar  fraction,  not  as  a  decimal,  viz.: 
*150.   rt\,  not  $150,25. 

210.  No  altered  drafts  shall  be  issued.  Altera- 
tions are  forbidden.  If  a  mistake  has  been  made  the 
form  must  be  cancelled. 

211.  Advii'cs  of  drafts  issued  must  be  forwarded 
by  first  mail  to  the  offii'es  on  which  they  are  drawn. 
These  advices  must  be  eoiiipared  with  the  Register 
and  must  be  signed,  not  initialed,  by  the  .Mumiger  or 
Accountant. 

212.  In  the  case  of  drafts  issued  on  other 
Branches  of  the  Hank  to  other  banks  in  payment  of 
collection.s,  only  the  total  is  to  be  advised.  This  is 
necessary  in  order  that  the  paying  Branch  may  know 
the  amount  for  which  provision  nuist  be  made.  All 
other  drafts  issued  must  be  advised  in  detail. 

21.3.  Where  settlement  of  any  important  amount 
is  issued,  a  memorandum  giving  particulars  should 
be  sent  to  Head  Office. 

214.  Managers  will  advise  by  wire,  drafts,  crossed 
cheques  and  Letters  of  Credit  involving  payment  by 
Branches  of  Ten  Thousand  Dollars  or  more. 

215.  To  facilitate  identitication  of  payees  who 
have  purchased  drafts  for  their  own  use,  specimen 
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signatures  should  be  taken  on  the  proper  form  and 
attached  to  advices.  Neglect  of  this  frequently  causes 
much  inconvenience  to  customers  and  loss  of  business 
to  the  Bank. 

216.  In  the  case  of  a  sterling  draft,  the  signature 
should  be  taken  in  duplicate,  and  the  second  specimen 
fonvarded  by  the  following  mail. 

217.  When  a  draft  has  been  lost,  notice  stopping 
payment  must  be  sent  at  once  to  the  Branch  on  which 
the  draft  is  drawn. 

218.  In  the  case  of  a  draft  or  a  money  order 
issued  to  a  customer,  and  lost,  a  bond  of  indemnity 
against  loss  on  form  118a  must  be  submitted  to  Head 
OfSce  or  the  Western  Superintendent  and  approved 
before  a  duplicate  draft  may  be  issued  to  replace  the 
one  lost, 

219.  This  duplicate  must  be  issued  under  the  old 
number  and  date  with  the  word  "Duplicate"  written 
prominently  on  it  in  Red  Ink,  and  advice  of  this 
must  be  sent  to  the  office  on  which  the  draft  is  drawn. 

220.  An  adjustment  of  Drafts  Issued  Account 
must  be  taken  out  in  the  Drafts  Issued  Register  each 
month. 

221.  All  Bank  draft  forms  not  in  use  must  be 
kept  in  the  vault  under  lock  and  key  and  shall  be 
under  the  charge  of  the  Jlanager  except  in  the  larger 
offices  where  it  shall  devolve  on  the  Assistant  Man- 
ager or  Accountant. 

COLLECTIONS. 

222.  All  drafts  received  for  collection  on  account 
of  other  Branches,  banks  or  individuals,  shall  be 
registered  at  once  in  the  Collection  Register. 


RULES  AND  BEGULATIONS 

223.  Local  collections  must  be  presented  for 
acceptance  on  the  day  they  are  received.  As  a  rule, 
they  may  be  left  with  the  drawee  24  hours  (appar- 
ently  the  law  allows  48  hours),  but  they  must  not  be 
outstanding  without  authority  for  a  greater  length 
of  time  than  48  hours,  vide  Bills  of  Exchange  Act, 
Section  42. 

224.  Collections  received  for  acceptance  "on 
arrival  of  goods"  must  not  be  held  an  unreasonable 
length  of  time  without  instruction  from  or  notice  to 
the  parties  from  whom  received.  The  Collection  Clerk 
should,  if  possible,  keep  himself  informed  as  to  the 
arrival  of  goods. 

225.  The  Jlessenger  or  officer  presenting  bills  for 
acceptance  must  have  a  courteous  manner  towards 
the  public. 

226.  Where  bills  received  for  collection  are  drawn 
out  of,  but  payable  in,  Canada,  and  the  sum  payable 
is  not  expressed  in  the  currency  of  Canada,  the 
amount  shall,  in  the  absence  of  some  express  stipula- 
tion, be  calculated  at  the  selling  rate  of  e-xchange  for 
Bankers'  demand  drafts.  Otherwise,  the  amount  is 
payable  according  to  the  terms  expressed  in  the  bill. 

227.  The  Collection  Register  shall  contain  a  full 
description  of  each  item,  with  particulars  of  any 
instructions  given  by  the  owner,  and  a  record  of  any 
documents  or  collaterals  pertaining  tliereto. 

228.  Any  bill  not  in  form,  or  the  acceptance  of 
which  has  been  refused,  shall  be  returned  to  the 
owner  without  delay  with  or  without  protest  accord- 
ing to  instructions.    The  reason  given  by  drawee  for 
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refusing  to  accept  mast  always  be  given  when  it  can 
be  obtained. 

229.  When  bills  returned  for  non-acceptance  or 
non-payment  have  documents  attached  for  mer- 
chandise, or  especially  for  produce  or  perishable 
goods,  and  there  are  no  specific  instructions,  it  is 
advisable  to  retain  the  documents  and  notify  the 
owners  by  cable  or  telegraph  asking  for  instructions 
as  to  disposal. 

230.  Railroad  Receipts,  Bills  of  Lading  or  other 
documents,  shall  be  presented  to,  but  not  left  with 
drawees  of  bills,  and  shall  be  delivered  only  on  pay- 
ment of  biU  (unless  other  instructions  have  been 
given  by  the  owner),  except  under  authority  of  the 
Manager. 

231.  Prepaid  bills  must  be  so  marked  in  the  Diary 
and  entered  under  date  of  payment. 

232.  Bills  paid  without  acceptance  must  be  entered 
in  the  Diary  under  date  of  payment. 

233.  Bills  given  to  the  Teller  with  the  entries  on 
the  date  of  maturity  must  be  initialled  for  by  him  in 
the  Diary. 

234.  The  Manager,  or  in  the  larger  offices  the 
Assistant  Manager  or  Accountant,  shall  initial  in  the 
Register  for,  and  have  the  custody  of,  all  local  col- 
lection bills,  and  see  that  each  is  accounted  for,  and 
that  the  fate  of  each  is  duly  reported  in  either  the 
Collection  Register  or  the  Diary. 

235.  In  order  to  detect  any  error  which  may  have 
been  overlooked  by  the  Collection  Clerk,  the  accep^ 
ance,  domicile,  due  date  and  Diary  entries  must  be 
checked  by  the  Accountant  or  a  senior  officer,  and 
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the  bills  shall  then  be  sorted  in  order  of  maturity  in 
the  most  convenient  manner  for  reference. 

236.  Advice  of  payment  and  remittances  for  local 
collection  bills  must  be  made  on  the  day  of  payment 
and  all  bills  unpaid  must  be  protested  at  maturity' 
unless  there  are  special  instructions  to  the  contrary' 
and  returned  not  later  than  the  following  day.  Un- 
paid bills  not  subject  t»  protest  must  be  returned  the 
day  they  are  due. 

237.  Bills  received  for  acceptance  and  return  are 
not  to  be  held  unaccepted  more  than  48  hours  without 
instructions  being  received  from  or  advice  sent  to 
the  owner  of  the  bills. 

238.  Bills  must  be  taken  over  by  the  Manager  or 
Accountant  daily,  and  initialed  for  in  both  the 
Register  and  Diary. 

239.  Receipts  must  be  taken  for  bills  returned  to 
customers. 

240.  Under  no  circumstances  are  bills  not  paid  to 
be  left  with  the  Teller. 

241.  All  coUectlons  and  collaterals  left  with  the 
Bani  must  be  endorsed  by  the  payees  as  our  author- 
ity for  collecting  the  same. 

242.  Where  the  drawees  reside  at  outside  points 
the  Item  must  not  be  held  longer  than  five  days 
inclusive. 

243.  Once  a  draft  is  accepted  and  has  been 
returned  to  the  Bank  or  its  representative,  the  can- 
cellation of  the  acceptance  must  under  no  circum- 
stances be  allowed. 

244.  Customers'  aeooimts  must  be  credited  with 
eoUections  on  the  day  they  ar*  paid,  and  credit  advice 
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slips  giving   full   particulars   must   be  sent  to  the 
customer  at  the  same  time. 

245.  When  entering  foreign  bills  in  the  Diary, 
care  must  be  taken  to  indicate  the  Province  as  well  as 
the  place  where  they  are  payable,  and  also  the  Bank 
to  which  they  have  been  sent  for  collection. 

246.  In  the  case  of  foreign  bills  lodged  for  collec- 
tion or  as  collateral,  if  the  only  Bank  at  the  place  of 
payment  is  a  private  Banker  the  bill  should  be  sent 
for  acceptance  and  return  u.. endorsed.  If  it  is 
accepted  it  should  be  held  until  a  few  days  before 
maturity  before  forwarding  to  the  private  Banker 
for  payment. 


AUTHORIZATION  OF  SIGNATURES. 

247.  Special  advice  of  those  officers  authorized  to 
sign  as  Manager  or  pro  Manager,  and  Accountant  or 
pro  Accountant  must  be  sent  to: 

National  Bank  of  Commerce,  New  York,  on  Card 
132  (3). 

First  National  Bank,  Chicago,  on  Ci.-l  132  (2). 
London  City    &    Midland    Bank,  Ltd.,  London, 
Form  132. 

Head  Office,  Tomnto,  Card  132  (2). 
The  Bankers  Trust  Co.,  New  York.    (If  Travellers' 
Cheques  are  issued  direct  by  your  office)  Form  132. 

248.  Authority  for  the  signature  of  the  Manager 
will  be  sent  by  Head  Office. 

249.  The  Manager  will  provide  Head  Office  with 
specimens  of  his  signature  on  the  cards  for  the  pur- 
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oi  J?'  ^°^?*  signatures  of  those  officers  who  wiU 
TnTt?  ''™,^^"^^«'-'  Accountant,  aud  pro  Account 
ant  the  authonty  will  be  forwarded  by  the  Manager 
on  the  form  for  the  purpose.  '""•Ber 

251  When  any  elrnnge  in  the  signing  authorities 
below  the  rank  of  Manager  is  made,  a  new  s^  of 
specimen  signatures  on  the  proper  form  m^t  be 

the  banks  above  mentioned,  and  to  Head  Office. 
Under  no  consideration  must  any  such  advice  be 
»gned  by  any  officer  below  the  rank  of  Manager 

2o2.  No  officer  is  to  sign  any  draft  or  order  to 
aZoS  "^^^  '"  ~"-  "-  "-  P-P-S 

253   If  by  accident  such  a  thing  should  occur   a 

onTh  h"r  1  T'""''*'°°  """'  "«  -"'  to  the  Ba^k 
on  which  the  draft  is  drawn.  This  letter  must  be 
smed  by  the  Manager  anly,  and,  should  he  be  abLt 
particulars  must  be  sent  to  Head  Office,  Winnipeg  or 
Vancouver,  with  a  request  that  such  draft  be  co" 

cula^r^mr"""""'""  "'*   *'   ^"'■'^'"^  "^-^  Cir- 
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SECTION    V. 

DEPOSIT  BUSINESS. 

301.  A  charge  should  be  made  on  all  unprofitable 
accounts,  and,  in  order  to  judge  whether  an  account 
is  unprofitable  or  not,  a  Manager  must  analyze  the 
business  of  the  Branch  until  he  is  able  to  tell  with  a 
fair  amount  of  accuracy  in  dollars  and  cents  just 
what  an  account  costs  the  Bank  to  operate. 

302.  No  new  accounts  shall  be  opened  in  the 
Deposit  Ledger  unless  sanctioned  by  the  Manager,  or, 
in  his  absence,  the  Accountant,  and  he  will,  of  course, 
satisfy  himself  as  to  the  circumstances  and  character 
of  the  customer  before  accepting  the  business.  The 
reason  for  this  is  obvious.  The  legal  responsibility 
which  the  Bank  must  of  necessity  assume  in  accepting 
from  customers  in  the  ordinary  course  of  business 
cheques,  bills  of  exchange,  etc.,  payable  at  other 
Banks,  makes  business  with  strangers  risky  out  of  all 
proportion  to  any  possible  profit  to  be  derived. 

303.  This  applies  with  equal  force  to  all  dealings 
with  strangers  who  are  not  absolutely  identified  or 
guaranteed.  A  man  whose  business  warrants  any 
favors  whatever  is  seldom  unable  or  unwilling  to  pro- 
duce absolutely  satisfactory  evidence  of  his  bona- 
fides. 

304.  Proper  identification  is  also  imperative  in  the 
case  of  cheques  taken  only  for  collection,  as,  if  a 
cheque  bears  the  Bank's  endorsement  stamp,  in  the 
ordinary  course  of  business  the  paying  Bank  can 
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Keeper,  «ho  shall  have  as  an  essential  quali6cation  « 
courteous  manner  towards  the  public.    ^'""""^*'°°  » 

306.  A  specimen  signature  of  every  person  onpn 
Sa-ngs    Bank    depositors  the    number  of  the    cu/ 

cnfcally  exammed  by  the  Ledger-Keeper  and  TeLr 

be  Sootr?.  "^  ''"""'!"'  "''""''  ^'''''  """'"^  should 
refeS  Is  ''W  n':  "*"^  i'^e'-tifieation.  Such  a 
reierence  as      Well  known  to  Mr  ■■  . 

convenient  form.  '  "  * 

.1  i™,rr'  '■  -""^ "  •"■""  »■ 
«',„"£  *-r '• "  •'"""'"'■•  ""* " 
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310.  Every  customer  opening  an  account  in  the 
Deposit  Ledger  must  be  provided  with  a  passbook 
bearing  the  usual  printed  notice,  and  a  book  of 
cheques.  This  does  not  necessarily  apply,  however, 
to  out-of-town  customers,  copies  of  whose  accounts 
may  be  sent  to  them  monthly. 

ill.  Ledger-Keepers  will  he  held  responsible  for 
any  deviation  from  the  regulation  laid  down  in  con- 
nection with  the  opening  of  new  accounts,  and  it  is, 
therefore,  their  duty  to  see  that  the  slip  contains  all 
the  information  required. 

312.  Ledger-Keepers  are  particularly  requested 
to  carefully  enter  the  following  information  at  the 
head  of  each  page  of  each  account  in  the  Ordinary 
and  Savings  Bank  Deposit  Ledger. 

(a)  The  full  name.  Post  Office  adiireBs  and  occupation 
of  each  customer.  If  a  married  woman  (five  full 
name  of  husband,  if  an  unmarried  woman  give  the 
name  of  her  father,  if  a  widow  the  fact  must  be 
stated. 

(b)  A  concise  description  of  the  personal  appearance, 
or  other  mark  of  identilication,  of  all  customers 
who  cannot  write  their  names.  Taking  an  impres- 
sion of  the  finger  prints  on  the  signature  card  is 
a  sure  means  of  identification. 

(c)  If  a  firm,  the  names  of  the  partners,  and,  where 
there  is  a  special  partner,  the  particulars  of  the 
partnership   and   the  date  of  expiiy. 

(d)  If  a  Trust   Estate,   the  name  of  the  Trustees. 

(e)  If  a  farmer,  his  lot,  concession  and  township,  as 
well  as  his  Post  Office  address. 

(f)  Particulars  of  anv  Power  of  Attorne.v,  .giving  date 
of  same,  name  of  party  in  whose  favor  granted 
and  nature  of  powers  conferred. 

(g)  The  names  of  ofiicers  or  individuals  authorized  to 
sign  on  behalf  of  limited  liability  companies, 
partnerships,  associations,  corporations,  etc. 
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(h)  Speoini   care   shoul<l    be   t«w»n    .„ 

lodge,   a/d    other    bodie.  of  't^e    ki„7'  '  "°"'""' 

313.  The  signatures  of  offlcera  of  joint  stock  ^nm 

Pan.es  on  notes,  drafts,  cheque,,  etc.,  Ct  be  a.Z' 

properly  authorised  by  by-law,  and  no  deviation    rl 

the  properly  authorised  signatures  can  be  perming 

mav'not'^!"  T'"^  °"^"'''  °'  "  J"'"'  ■'«'""'  ''o">Pany 
may  not  legally  .nour-fe  debt  by  note  or  overdraft 
unless  they  are  authorised  by  by-laws  so  to  do 

tu>e  of  the  depositor  must  be  obtained  on  the  usual 

ewe,  .f  a  firm  or  company,  a  specimen  signature  of 
each  partner  or  of  the  properly  constituted  signing 
officers  respectively  shall  be  taken;  if  Powe,  °f 
Attorney  ,s  granted,  a  specimen  of '  the  atrrney's 
signature  as  such  must  be  placed  on  file. 

.r,r'^'  ..^?™,  '""^'"^  ^'"■"■'"•''  «"  account,  the  debit 

317.  The  Ledger-Keeper  must  not  permit  anv 
over.lraft  whatever  without  the  sanction  of TeAfan 
ager  ™ch  sanction  to  be  evidenced  by  the  inHi  fng 
of  eheques  or  by  memorandum  in  the  Ledger    and 

319.  The  Ledger-Keeper  must  write  the  year  and 
the  month  for  each  day's  transactions. 
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320.  Debit  entries  in  the  Deposit  Ledger  for  notes 
or  acceptances  must  be  so  indicated,  and  special 
entries  must  be  charged  by  the  name  or  particulars. 

321.  The  Ledger-Keeper  must  not  certify  the 
cheque  of  any  client  of  whose  death  he  has  heard,  as, 
after  death,  any  balance  belongs  to  the  depositor's 
estate. 

322.  The  death  or  bankruptcy  of  a  principal  can- 
eels  all  Powers  of  Attorney. 

323.  When  a  new  Ledger  is  opened,  care  should 
be  exercised  that  balances  and  full  information  are 
correctly  carried  forward,  and  the  Manager  or  Ac- 
countant, or  a  senior  officer  duly  instructed  by  one 
of  them,  shall,  with  the  assistance  of  another  officer, 
carefully  compare  the  two  books. 

324.  The    account  in  the  old  Ledger  should    be 

closed  with  "Carried  to  new  Ledger,  folio  ," 

and  the  account  in  the  new  Ledger  should  open  with 

"Forwarded  from  old  Ledger,  folio "or  words 

to  that  effect. 

325.  No  information  regarding  an  account  is  to 
be  given  excepting  to  a  principal,  or  the  authorized 
officials  or  agent  of  a  customer,  firm  or  company, 
without  reference  to  the  Manager. 

326.  Where  a  customer  has  two  accounts,  one  of 
which  is  overdrawn  while  the  other  may  be  carrying 
a  c  ^dit  balance,  large  or  small,  the  amount  shown  in 
the  v/verdraft  Book  is  not  to  be  the  excess  of  the  over- 
drawn account  above  the  amount  of  the  credit  balance 
in  the  other  account,  but  shall  show  the  exact  amount 
of  the  overdrawn  account.  In  reporting  this  to  Head 
Office,  a  memorandum  should  be  made  in  the  "Re- 
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marks"  column  of  the  amount  of  the  credit  balance 
in  the  second  account 

327    The     balance    of    every   account    shall    be 
extended  at  the  close  of  each  day's  transactions. 

J28.  At  intervals  during  the  month  the  Ledger- 
Keeper  must  prove  his  work  by  adding  in  pencil  the 
debu  and   credit   columns   in   the   account's   in     h 
Ledger  m  order  to    make  sure  that    the  balai.ce  as 
Shown  m  the  account  is  correct.    At  the  end  of  each 

each  account  must  be  entered  in  red  ink. 

329   The  Ledger-Keeper  must  not  allow  funds  to 
be  ^-.thdrawn  which  are  marked  as  held  against  sp 
cal  habdities,  and  balances  at  the  credit  of  "Sales" 
or     Collateral"  account,  etc.,  must  not  be  tran  terred 
or  drawn  without  the  authority  of  the  Manager. 

330.  When  an  item  has  been  posted  to  a  wrong 
aceouu  tbe  folio  and  name  of  the  Ledger  account 
jvhere  the  corrected  entry  may  be  found  must  be 
shown  .n  he  margm  to  the  le'*  of  the  deleted  figures 
thus:  Foho  53.  Such  altei.  ,n  must  only  be  made 
when  .'.scovered    in  the    posting   or    calLg  over 

ttri^BoToi^iurr '"'-' '' '-'-'  '"--^ 

331.  Before  accepting  a  cheque  the  Ledger-Keeper 
shall  see  that  there  are  sufficient  funds  at  the  credU 
of  the  account  to  meet  it;  must  saf.fy  himself  that 
the  signature  is  genuine;  shall  see  vhat  there  is  no 
erasure  or  alteration  of  the  amount  and  that  the  sum 
in  wnting  and  figures  corresponds;  that  the  amount 

Idlr  Lr""'"  '""^"^  '"'  '^''^'^  ^P^-^"  ^^hieh  might 
admit  of  the  amount  being  "raised"  after  the  cheque 
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is  certified  and  that  it  is  not  post-dated  nor  the  date 
too  long  post.  He  must  also  keep  a  close  watch  for 
any  chef|ueg  payment  of  which  has  been  stopped. 

332.  Cheques  which  have  been  altered  or  erased 
in  any  vital  part  must  be  refused  and  any  blank 
space  in  the  amount  should  be  distinctly  filled  up. 
In  accepting  a  cheque  which  has  been  carelessly  filled 
in,  the  Ledger-Keeper  should  write  across  the  face 
of  the  cheque  the  amount  for  which  he  has  accepted 
it  so  that  the  same  cannot  be  rai.sed. 

333.  No  cheque  must  be  refu.sed  for  lack  of  funds 
until  the  balance  shown  in  the  Ledger  has  been 
proved  by  the  addition  of  the  Dr.  and  Cr.  columns. 

334.  All  cheques,  acceptances,  notes,  etc.,  certified 
("marked")  by  the  Ledger-Keeper,  shall  bear  the 
folio  of  the  customer's  account  and  the  initials  of 
the  Ledger-Keeper  written  as  plainly  as  possible. 

335.  Any  money  standinfr  at  the  credit  of  a 
depositor  who  has  assigned  for  the  benefit  of  his 
creditors  cannot  be  withdrawn  by  any  instrument 
signed  by  him,  whether  dated  before  or  after  the 
assignment,  if  presentation  is  made  after  he  has 
assigned. 

336.  In  every  snch  case  the  funds  can  only  be 
withdrawn  by  the  legally  constituted  administrators 
of  the  Estate,  and  then  only  on  the  authority  of  the 
Manager. 

337.  Dishonored  bills,  acceptances  and  suchlike 
vouchers,  charged  to  an  account,  must  not  be  given  up 
unless  the  customer's  cheque  has  been  received  there- 
for, or  the  account  verified  and  the  usual  receipt  for 
cheques  and  vouchers  received. 
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338.  If  thiTo  are  not  siifflcicnt  funds  in  the  account 
to  retire  such  items,  same  must  he  churRe  ,  Votes 
Protected  Account  and  heUl  in  overdue  1  .  On  no 
account  must  they  be  allotted  to  create  an  overdraft. 

aaa.  No  entries  must  be  made  in  any  Deposit  or 
SavinKs  Bank  LclRer  by  any  officer  other  than  the 
accredited  Ledger-Kceper.  All  entries  made  in  such 
liedgers  must  be  made  from : 


(a)  rboqiies,    acceptancrii. 
tomert. 


ilra/t»,    notc»,    olo 


(h)  Depoiil  slips  initiallp,!  hy  the  Toller 

the  .Mananer  or  Aceountant.  ' 

'■^^  ^d%T.  T*"'  f  ■'»  r«»«'l  <hro„Kh  the  Journal 

Blotl-r  anil  Proceeds   Book. 

340.  The  Ledger-Keeper  must  watch  carefully  for 

customers  having  the  same  or  similar  names,  as  there 

IS  always  the  danger  of  a  mistake  occurring  between 

the  two  accounts.    In  such  cases  it  is  advisable  to  put 

a  warning  notation  on  the  account  as  well  as  in  the 

index,  .so  as  to  attract  the  attention  of  anyone  looking 

up  the  account. 
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Accounts  Wrra  Firms. 

341.  When  opening  an  account  with  a  firm,  Form 
lOlA  or  102A  must  be  executed. 

342.  In  the  ease  of  trading  partnerships  the  part- 
ners are  liable  for  the  debts  of  the  firm,  and  these 
forms  may  not  be  absolutely  necessary  in  connection 
with  the  ordinary  handling  of  the  account,  but  we 
consider  it  advisable  to  have  the  form  executed 
With    non-trading    partnerships,    however,    such    as 
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Architects,     Accountants,     Insurance    Agents,    Bar- 
risters, these  forms  are  essential. 

343.  With  ordinary  trading  partnerships,  unless 
the  Articles  of  Partnership  or  the  Wills  of  the  part- 
ners provide  for  the  carrying  on  of  the  business  for 
a  time,  the  execution  of  the  Bank 's  form  is  absolutely 
necessary,  as  it  contains  a  clause  permitting  the  con- 
tinued operation  of  the  business  until  the  surviving 
partners  and  the  executors  of  the  deceased  partner 
can  make  satisfactory  arrangements  in  regard  to  it. 

344.  The  reason  for  this  precautionary  clause  is 
that,  under  ordinary  circumstances,  the  business  in 
which  a  man  is  engaged  at  the  time  of  his  death  must 
be  liquidated  by  his  e.Kecutors,  or,  if  he  is  a  member 
of  a  firm,  by  the  surviving  partners,  without  the 
expenditure  of  further  moneys.  In  most  cases  this 
would  entail  heavy  loss,  and,  if  the  Bank  were  inter- 
ested, the  safety  of  its  advance  might  be  endangered 
unless  the  surviving  partners  were  in  a  position  to 
look  after  the  liabilities  of  the  firm. 

345.  The  sudden  liquidation  of  a  business  at  any 
time  would  cause  a  heavy  shrinkage  in  the  value  of 
the  assets,  and  it  is,  therefore,  for  the  protection  of 
all  parties  concerned  that  we  insist  on  the  execution 
of  the  Bank's  form  containing  the  clause  referred  to. 
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Accounts  With  Joint  Stock  Companies. 

346.  When  an  account  of  a  Joint  Stock  Company 
is  opened  there  must  be  filed  with  the  Bank,  certified 
by  the  proper   officer    (usually  the  President,  Vice- 
President  or  Secretary)  under  the  Corporate  Seal  of 
62 


RULES  AND  REGULATIONS 

the  Company,  a  copy  of  the  by-law  of  the  Company 
under  which  the  Banking  account  will  be  operated. 

347.  This  by-law  should  state, what  officers  will 
sign  and  endorse  cheques,  notes,  etc.,  on  behalf  of  the 
Company,  and  care  must  be  taken  to  see  that  the 
powers  conferred  are  sufficient. 

348.  In  this  connection  it  must  be  remembered 
that  a  corporation  differs  from  a  partnership  in  that 
the  former  is  absolutely  restricted  by  the  terms  of  its 
Charter,  and  its  officers  by  the  authority  conferred 
upon  them  by  the  By-laws. 

.?49.  Where  the  Company  proposes  to  borrow  or 
to  give  security  on  any  of  its  assets  by  way  of  pledge 
under  Section  .«^  or  otherwise,  it  is  essential  that  the 
by-laws  of  the  Company  give  specific  authority  to  the 
directors  to  this  effect  as  the  authority  conferred  by 
the  general  by-laws  authorizing  certain  officers  to  exe- 
cute certain  papers  does  not  cover  the  other  provi- 
sions of  the  Statute  requiring  certain  proceedings  to 
be  gone  through  when  borrowing  money.  So  long  as 
the  power  conferred  is  sufficient,  we  are  not  con- 
cerned as  to  the  precise  wording,  though  we  prefer 
the  form  prepared  by  our  Solicitors. 

350.  There  should  not  be  much  difficulty  in  induc- 
ing a  Company  when  passing  a  by-law  to  use  the 
Bank's  form,  as  the  copy  supplied  to  the  Secretary 
will  save  them  the  trouble  of  drafting  it.  Form  108A, 
the  memorandum  re  Banking  By-laws,  which  will  be 
supplied  on  application,  gives  in  detail  the  procedure 
necessary  for  the  directors  and  shareholders  of  a 
Company  incorporated  either  under  the  Dominion 
or  Ontario  Act. 
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351.  After  the  Annual  Meeting  of  the  Company 
each  year,  the  Secretary  should,  under  the  Corporate 
Seal  of  the  Company,  advise  the  Bank  the  names 
of  the  officers  and  directors  for  the  current  year. 

Overdrafts. 

352.  No  overdraft  shall  be  allowed  without  the 
permission  of  the  Manager  expressed  in  writing  at 
the  head  of  the  account  or  by  his  initials  on  the 
cheque. 

333.  The  attention  of  the  Managers  is  directed  to 
the  serious  danger  which  is  involved  in  initialling 
cheques  which  create  an  overdraft  and  then  handing 
them  back  to  the  customer  instead  of  to  the  Ledger- 
Keeper  for  certification. 

354.  Lending  by  way  of  overdraft,  however,  is  to 
be  discouraged  as  far  as  possible,  the  chief  reasons  for 
objecting  being: 

Firstly:  That  it  does  not  fix  the  customer's  lia- 
bility as  indisputably  as  a  note  does.  After 
the  vouchers  are  given  up  at  the  end  of  the 
month  the  Bank  must  rely  entirely  on  the 
certificate  of  account  signed  by  the  customer. 

Secondly:  That  it  leaves  the  date  of  re-payment 
uncertain  and  thereby  tends  to  encourage 
laxity  on  the  part  of  the  borrower. 

Thirdly:  That  the  Bank,  being  entitled  to  expect 
every  customer  to  keep  a  balance  at  his  credit 
proportionate  in  amount  to  the  extent  of  the 
services  rendered  him,  is  deprived  by  the 
overdraft  of  a  legitimate  source  of  profit. 
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355.  The  Ledger-Keeper  shall  enter  in  the  Over- 
draft Book  daily  the  exact  amount  of  dollars  for 
every  overdrawn  aceouut,  except  on  weekly  balance 
days  when  the  exact  amount  of  dollars  and  cents 
shall  be  entered. 

356.  The  Jlanager  shall  report  to  Head  Office  in 
the  Daily  Statement  of  Debts  Purchi  sed  on  balance 
days  the  amount  of  all  overdrafts.  On  other  days 
only  amounts  of  $100  and  over  for  the  exact  amount 
of  dollars  are  to  be  shown  in  this  list. 

357.  No  overdraft  is  permitted  in  the  Manager's 
account  without  sanction  from  Head  Office 

358.  In  connection  with  overdrawn  accounts  it 
must  be  borne  in  mind  that  when  the  cheques  are 
given  up  the  Bank  has  no  evidence  of  debt  unless  the 
customer's  receipt  for  the  cheques  and  certificate  of 
balance  has  been  taken.     (See  Rule  371.) 

Remittance  Account. 

359.  As  the  conditions  at  each  Branch  vary,  it  is 
not  considered  necessary  to  give  minute  and  specific 
instructions  with  regard  to  the  working  of  this 
account  so  long  as  the  transactions  connected  with 
each  depo.sit  are  clearly  recorded  and  the  balance  of 
each  transaction  is  clearly  shown,  but  at  the  end  of 
each  month  the  account  should  be  ruled  off  and  the 
outstanding  items  carried  below  with  their  original 
dates  when  no  change,  and  with  the  date  of  the"  last 
transaction  when  any  change  has  been  made,  thus 
beginning  the  month's  account  with  an  exact  state- 
ment of  the  balances  comprised  in  the  total  of  Remit- 
tance Account 
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360.  Items  that  requiie,  or  are  likely  to  require, 
several  entries,  should  not  be  entered  in  Remittance 
Account.  For  such  temporary  transactions  it  is  best 
to  open  small  accounts  using  a  half  or  quarter  page 
in  a  part  of  the  Ledger  set  apart  for  the  purpose,  and 
such  petty  accounts  should  be  carefully  indexed. 

361.  On  no  account  is  au  overdraft  to  be  created 
in  Remittance  Account. 


Certific.vtion  op  Cheques. 

362.  All  cheques  drawn  on  the  Branch  must  be 
accepted  by  the  Ledger-Keeper  before  being  paid  or 
taken  on  deposit  or  in  payment.  No  exception  must 
be  permitted  to  this  rule  unless  under  the  express 
authority  of  the  Manager. 

363.  Cheques  shall  not  on  any  pretext  be  accepted 
or  marked  "good"  by  the  JIanager  or  other  officer  of 
the  Bank  until  such  cheques  have  first  been  posted 
by  the  Ledger-Keeper  to  the  account  on  which  they 
are  drawn. 

364.  Cheques  must  not  be  crossed  "negotiable  with- 
out charge"  at  another  Branch  of  the  Bank  without 
having  first  been  posted  by  the  Ledger-Keeper  to  the 
account  on  which  they  are  drawn  and  the  correct 
amount  of  the  cheque  stamped  thereon  by  the 
Protectograph. 

365.  The  certifying  of  a  cheque  by  the  Ledger- 
Keeper  does  not  relieve  the  Teller  of  his  responsibil- 
ity when  it  is  presented  for  payment.  He  should 
himself  be  satisfied  that  it  is  in  order.  _ .. 
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366.  The  Ledger-Keeper's  acceptance  stamp  must 
be  kept  under  lock  and  key  in  the  vault  over  night. 

Collateral  Accounts. 

367.  Collateral  accounts  should  be  kept  at  the  end 
of  the  Deposit  Ledger,  and  withdrawals  from  such 
accounts  must  be  initialled  by  the  Manager. 

Balancing  Passbooks  and  Certification  of 
Current  Account  Balances. 

368.  The  passbooks  should  be  collected  from  the 
customers  before  the  end  of  each  month,  in  order  that 
they  may  be  written  up  and  balanced  on  the  last  day 
of  the  month.  The  Manager  or  Accountant,  provided 
such  Accountant  does  not  act  as  Teller  or  as  Deposit 
Ledger-iveeper,  shall  compare  the  balance  in  the  pass- 
book with  the  corresponding  balance  in  the  Deposit 
Ledger,  attesting  the  comparison  by  placing  his 
initials  opposite  the  balance  in  the  passbook  as  well  as 
m  the  Ledger. 

369.  The  passbooks,  after  being  balanced,  should 
be  ready  for  delivery  to  the  customers  on  the  first 
business  day  of  each  month;  there  must  be  no  delay 
either  then  or  at  any  time  during  the  month,  in  enter- 
ing up  and  returning  them  whenever  applied  for  On 
no  consideration,  however,  shall  a  balanced  passbook 
be  returned  until  the  balance  has  been  compared  and 
imtiallod  by  the  proper  officer. 

370.  Each  balanced  passbook  when  delivered   to 
the  customer  must  be  accompanied  by  its  relative 
certificate  (regarding  the  correctness  of  the  balance 
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and  the  return  of  the  cheques)  carefully  filled  up  by 
the  officer  who  has  balanced  the  book;  and  also  by 
the  cheques  to  date  of  balance.  The  certificate  must 
be  signed  by  the  customer  within  a  reasonable  time 
and  it  is  better  to  obtain  it  if  possible  when  the 
cheques  and  vouchers  are  given  up.  In  the  ease  of 
out  of  town  customers,  the  vouchers  should  be  care- 
fully compared  by  a  second  officer  with  the  passbook 
or  the  copy  of  the  customer's  account  before  they  are 
mailed,  so  that,  in  the  event  of  their  loss  in  the  mails, 
or  of  a  dispute  with  a  customer,  the  Bank  may  be  in 
a  position  to  prove  that  the  vouchers  were  despatched. 

371.  The  certified  forms  must  be  checked  by  the 
Manager  or  Accountant  with  the  Deposit  Ledger 
after  signature,  and  shall  then  be  carefully  preserved 
in  monthly  packages  in  the  custody  of  the  Accountant, 
and  filed  away  in  such  order  as  will  facilitate  their 
immediate  production,  which  may  at  any  time  become 
essential  in  support  of  the  Bank's  case  in  a  suit-at- 
law. 

372.  Managers  and  Accountants  are  requested  to 
bear  steadily  in  mind  that  this  certificate  is  equivalent 
to  an  adjustment  of  the  account  as  between  the  Bank 
and  its  customer,  and  it  is,  therefore,  desirable  that 
as  few  balances  as  possible  should  remain  uncertified. 
In  the  case  of  overdrawn  accounts,  it  is  absolutely 
essential  that  the  certificate  be  promptly  obtained  as 
it  constitutes  the  Bank's  only  evidence  of  debt  after 
the  vouchers  have  been  surrendered.  From  time  to 
time  lists  of  uncertified  accounts  should  be  prepared 
and  a  strong  endeavor  made  to  bring  about  in  each 
ease  the  return  of  the  cheques  and  consequent  certifi- 
cation of  the  balance.    Most  of  the  difficulties  which 
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^Z\^1t1  TV^'"  '•"'"■^^'"^''t  have  been  largely 
due  to  the  lack  of  a  clear  explanation  to  the  customer. 

Savings  Bank. 

373.  The  practice  of  issuing  cheques  on  Savings 
Bank  accounts  should  be  discouraged  as  far  as  pos- 
sible; >n  fac  ,  It  should  not  -.e  permitted  at  all  unless 
the  competition  of  other  Banks  in  this  respect  rend. 
an  occasional  departure  from  the  rule  advisable  In 
a^y  event  it  will  be  well  to  insist  upon  not  certifying 

2  rxr  tr^„r  -'-  ^^-  -  ^-- 

Savings  Bank  Ledger. 

374.  Sufficient  space  should  always  be  allowed  for 
an  account,  but,  when  it  is  necessary  to  carry  one 
forward,  it  must    become  the  last    account  and  be 

must  be  checked  a.nd  initialled  by  the  Manager  or 
Accountant  when  calling  off.  When  a  loose  lea?  Sav' 
ngs  Ledger  is  in  use,  the  rules  governing  the  use  of 
the  Loose  Leaf  Ledgers  must  be  followed 

bvthfrtdl'X'^''"''  ""''"''  '^'''  ^-^'"^  ™rked 
by  the  Ledger-Keeper  must  be  handed  to  the  Teller 
and  not  given  back  to  the  customer. 

.V.  ^m'J''^  P^ductiou  of  Savings  Bank  passbooks 
should  be  required  when  withdrawals  are  made.  Thi 
requirement  must  under  no  circumstances  be  waived 
in  the  ease  of  persons  who  are  not  well  known  to  the 
Bank  without  identification  of  the  depositor  to  the 
satisfaction  of  the  Afanager  or  Accountant. 
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377.  Interest  should  be  calculated  on  the  minimum 
balance  at  credit  of  the  account  during  each  calendar 
month.  No  interest  should  be  allowed  in  any  month 
unless  the  account  has  been  open  for  the  whole 
month. 

378.  In  the  case  of  new  accounts,  however,  opened 
in  the  early  part  of  the  month,  or  of  deposits  of 
unusual  amounts  in  old  accounts,  Managers  are 
accorded  discretion  to  allow  interest  for  the  broken 
period,  but  no  interest  should  be  allowed  unless  the 
money  remains  on  deposit  for  at  least  three  months. 

3(9.  When  a  Savings  Bank  balance  is  transferred 
to  another  Branch,  interest  for  the  broken  period  to 
the  date  of  transfer  should  be  computed  and  paid. 
The  Branch  to  which  the  account  is  transferred  should 
also  allow  interest  for  the  broken  period  there. 

380.  When  interest  is  entered  in  any  passbook  the 
entry  must  be  compared  with  the  Ledger  by  the  Man- 
ager or  Accountant  who  will  evidence  this  by  his 
initials  in  the  Ledger. 

381.  No  interest  should  be  deO-Ucted  in  lieu  of 
notice;  depositors  are  entitled  to  interest  up  to  the 
end  of  the  last  calendar  month  completed  at  the  date 
of  withdrawal,  whether  they  give  notice  or  we  dis- 
pense with  it. 

382.  The  interest  on  Savings  Bank  accounts  which 
are  closed  during  the  financial  half-year  must  be 
checked  by  a  second  officer,  this  checking  being 
attested  by  the  officer's  initials  in  the  interest  column 
of  the  Ledger  or  on  the  debit  voucher  before  the 
interest  is  paid. 
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Lost  Passbooks. 

383.  Where  the  identifleation  of  the  depositor  is 
without  question  and  you  are  fully  satisfied  that  the 
passbook  has  been  lost,  a  ne«-  passbook  may  be  issued 
and  an  annotation  of  the  fact  must  be  made  in  the 
account  in  the  Ledger.  If  the  old  passbook  is  found 
It  must  be  filed  in  the  vaults  with  the  passbooks  of 
accounts  which  have  been  closed. 

Cross  Entries. 

384.  No  cross  entries  are  permitted  in  the  Deposit 
Savings  Bank  or  any  other  Ledger  without  an  entry 
in  the  Journal  or  Cash  Book  under  the  authority  of 
the  Manager  or  Accountant. 

Joint  Deposits. 

385.  Where  a  deposit  is  made  to  the  credit  of  two 
persons  jointly,  the  form  to  be  used  is  as  follows  ■ 

John  Smith  and  Jane  Smith  or  either  of  them  " 
and  Form  No.  lOOA  must  be  executed  by  both 
parties. 

386.  The  essentials  of  a  joint  deposit  are  that  the 
funds  be  available  at  all  times  to  either  party. 

387.  Some  customers  occasionally  desire  that  the 
funds  be  deposited  in  such  a  way  that  they  are  only 
available  to  one  party  on  the  death  of  the  other.  The 
law  does  not  permit  this  and  deposiU  on  these  terms 
must  not  be  taken. 

388.  Overdrafts  in  these  joint  accounts  are  not 
contemplated  and  the  forms  do  not  give  either  prin- 
cipal power  to  create  an  overdraft. 
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389.  Where  it  is  desired  to  change  a  one-name 
account  to  a  joint  account,  or  vice  versa,  the  balance 
with  interest  added  should  be  withdrawn  by  cheque 
or  Savings  receipt,  and  deposited  to  the  credit  of  the 
new  account. 

Balancing  Ledgers. 

390.  The  Deposit  Ledger  must  be  balanced  on  the 
last  day  of  each  month,  the  Savings  Bank  Ledger  on 
the  third  Friday  of  each  month  except  at  the  end  of 
each  half-year  when  it  must  be  balanced  on  the  last 
day  of  the  month,  the  balances  being  entered  in  the 
books  supplied  by  Head  Office  for  the  purpose. 

391.  Where  the  number  of  Savings  balances  war- 
rants it,  the  monthly  balance  of  the  Savings  Ledger 
may  be  taken  out  on  the  adding  machine  on  the 
forms  provided  by  Head  Office. 

392.  The  Machine  Balance  list  thus  taken  out  must 
be  compared  with  the  Ledger  by  the  Manager  or 
Accountant  and  an  officer  other  than  the  Ledger- 
Keeper,  and  the  additions  checked.  It  must  then  be 
signed  by  the  Manager  or  Accountant  and  Ledger- 
Keeper  and  carefully  filed  in  the  vault  in  the  loose 
leaf  binder  furnished  for  that  purpose. 

393.  When  the  balances  of  the  Deposit  Ledger 
and  the  Savings  Ledger  are  complete  the  certificate 
to  this  effect  on  the  form  supplied  shall  be  signed  by 
the  Manager  or  Accountant  and  the  Ledger-Keeper, 
and  be  forwarded  to  Head  Office. 

394.  The  balances  as  set  out  in  the  Balance  Books 
must  be  compared  with  t!ie  Ledgers  by  the  Manager 
or  Accountant  or  under  their  supervision,  and  the 
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summations  of  the  Balance  Books  proved.  The 
officer  making  the  comparison  will  evidence  this  by 
his  initials  in  the  Hajauce  Book.  The  Balance  Books 
must  reiiinin  in  the  hands  of  the  officer  making  this 
verification  from  the  time  the  checking  is  begun  until 
the  balance  has  been  proved. 

395.  Xo  Teller  shall  assist  in  comparing  Deposit 
or  Savings  Balance  lists,  nor  shall  the  Ledger-Keeper 
assist  in  the  checking  of  the  balances  of  his  own 
Ledger  under  this  rule,  whether  such  Teller  or 
Ledger-Keeper  performs  the  duties  of  Accountant  in 
addition  or  not. 

396.  The  officer  performing  the  Teller's  duties 
shall  (III  no  account  make  any  entries  in  the  Deposit 
and  Savings  Bank  Ledgers,  nor  shall  he  be  permitted 
to  balance  or  assist  in  the  checking  of  these  Ledgers. 

397.  In  offices  where  the  staff  consists  of  three, 
including  the  Manager,  this  rule  may  be  modified  at 
the  discretion  of  the  Manager,  but  the  Ledger-Keeper 
must  not  assist  in  the  comparison  of  his  own  Ledger. 
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Deposit  Receipts. 

398.  Every  Deposit  Receipt  issued  must  be  entered 
before  being  signed  in  the  Register  provided  for  the 
purpose  or  in  the  General  Ledger  if  a  Register  is  not 
used,  and  the  Manager's  initials  must  h,-  placed 
opposite  the  amount  both  in  the  Register  ,r  Ledger 
and  on  the  counterfoil. 

399.  Particular  care  must  be  taken  to  provide  for 
the  future  identification  o'  every  person  obtaining  a 
deposit  receipt.    The  signature  must  be  taken  on  the 
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lignature  card,  and,  if  the  party  ia  illiterate,  such  a 
description  must  be  given  as  will  enable  him  or  her 
to  Ite  properly  identified  should  he  or  she  present  a 
receipt  at  a  time  when  the  officers  of  the  Branch  may 
have  been  changed. 

400.  In  such  cases  the  system  of  taking  the  finger 
prints  of  the  depositor  is  particularly  valuable  for 
future  identification.  The  impression  of  the  first 
three  fingers  of  either  hand  should  be  taken. 

401.  Deposit  Receipts  requiring  any  alteration 
whatever  must  not  be  issued,  but  on  no  account  may 
they  be  destroyed.  The  forms  must  be  cancelled  and 
filed  with  the  Paid  Deposit  Receipt  forms  until  the 
next  Inspection,  when  they  are  to  be  sealed  up  by  the 
Inspector  with  the  paid  deposit  receipts. 

402.  Before  being  paid,  Deposit  Receipts  must 
be  marked  "Paid"  in  the  proper  column  of  the 
Register  by  the  Manager  or  Accountant. 

403.  A  Deposit  Receipt  should  never  be  issued  in 
such  a  form  that  it  might  be  considered  a  negotiable 
document.  Unless  declared  to  be  non-transferrable, 
such  a  receipt  is  merely  a  form  of  promissory  note. 

404.  Under  no  circumstances  shall  any  ofHcer  sign 
a  Deposit  Receipt  in  blank. 

405.  No  Deposit  Receipt  shall  be  signed  by  any 
officer  except  those  duly  authorized  to  sign  as  Man- 
ager, pro  Manager,  Accountant  and  pro  Accountant. 

406.  Calculations  of  interest  on  receipts  must  be 
checked  by  the  Accountant  or  other  experienced 
officer  prior  to  payment,  and  the  depositor's  endorse- 
ment on    the    receipt  must    be    compared  with  the 
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■pecimen    of   his   signBture,    the    compariron    being 
attested  by  the  initials  of  the  officer  making  it. 

407.  In  the  event  of  a  depositor  losing  his  receipt, 
he  must,  before  payment  is  made  by  the  Bank,  pro- 
vide  the  customary  I  ,iul  (executed  by  one  or  more 
responsible  parties !  .„  doublo  the  amount  of  the 
sum  deposited,  an,l  (|.  •,.'  Uffi  ■,  .  t„  he  advised  before 
payment  is  mad,  it  v., II  i,e  ,  bs.r,  ,1  that  it  is  not, 
under  any  cir'  imsIhucos  a»:cimry  ■  .  issue  a  dnpli-' 
cate  deposit  i  ■■  o  ;,■ 

408.  The  j  ayinenr  of  a  fic.io.si'  receipt  by  any 
Branch  other  tlian  tliat  at  which  the  receipt  was 
issued,  without  thf  uuih.iitv  ,<f  the  latter,  involves 
risk,  and  should  not  :,  •  done.  (See  Rules  of  the 
Canadian  Bankers'  Assoc lution  respecting  endorse- 
ments at  the  back  of  this  book.) 
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Deceased  Depositors. 

409.  Except  in  the  case  of  the  ^mall  balance  here- 
a.'ter  mentioned,  the  only  person  to  whom  the  money 
at  the  credit  of  a  deceased  depositor  can  safely  be 
paid  is  the  executor  of  the  Will  of  the  depositor,  upon 
whose  application  the  Will  has  been  admitted  to 
Probate  by  the  proper  Court  of  the  Province  in 
which  the  payment  is  made,  or  an  administrator 
appointed  by  the  proper  Court  of  that  Province.  The 
original  Probate  or  Letters  of  Administration  ought 
to  be  produced  and  a  duly  certified  copy  must  be  left 
with  the  Bank. 

410.  If  the  amount  on  deposit  does  not  exceed 
$500  the  payment  may  be  made  pursuant  to  Section 
6S 
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97  of  the  Bank  Act.  Summarized,  that  section  author- 
izes payment  upon  production  to  the  Bank  and 
deposit  with  it  of  (a)  an  authenticated  copy  of  the 
Probate  of  the  Will  of  the  depositor  or  of  Letters  of 
Administration  of  his  Estate  granted  by  any  Court 
in  Canada,  Great  Britain  or  any  British  Colony  hav- 
ing power  to  grail  the  same,  or  (b)  an  authenticated 
notarial  copy  of  the  Will  of  the  deceased  depositor, 
if  such  Will  is  in  notarial  form,  according  to  the 
Laws  of  Quebec,  or  (c)  if  the  deceased  depositor  died 
outside  of  his  JIajesty's  Dominions,  of  any  authentic 
copy  of  the  Probate  of  his  Will  or  Letters  of  Admin- 
istration granted  by  any  Court  having  the  requisite 
power  in  such  matters. 

411.  If  an  application  is  made  for  payment  upon 
the  production  and  deposit  of  any  such  document  as 
is  mentioned  in  Section  97  it  would  be  well  tu  consult 
Head  Office,  unlesf  the  Alanager,  upon  reading  the 
Section,  is  thoroughly  canv'npid  that  the  document 
is  one  upon  which  the  1  <  ion  authorizes  the  Bank 
to  act. 

412.  If  the  amount  on  deposit  exceeds  $500  dis- 
position of  it  may  be  made  only  on  the  production  and 
deposit  with  the  Bank  of  an  authenticated  copy  of 
Probate  or  Letters  of  Administration  issued  by  the 
Court  of  the  Province  in  which  the  Branch  of  the 
Bank  having  the  deposit  is  located. 

413.  Where  the  estate  of  a  deceased  depositor  con- 
sists solely  of  a  small  deposit  in  the  Bank,  application 
is  sometimes  made  by  the  heirs  to  have  the  money 
paid  over  to  them  without  the  production  of  any  Will 
or  Letters  of  Administration. 
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414.  Under  the  law  now  in  force  in  Ontario  and 
some  of  the  other  Provinces,  however,  the  cost  of 
obtaining  Probate  or  Letters  of  Administration  is  so 
trifling  in  the  case  of  these  small  estates  that  there  is 
little  reason  for  such  a  request. 

415.  Sometimes  it  is  advisable  to  accede  to  such 
a  request,  but  permission  must  first  be  obtained  from 
Head  Office  or  the  Western  Superintendent. 


Casb  Book. 


416.  The  Cash  Book  shall  be  kept  by  a  properly 
qualified  officer,  and  in  no  case  by  the  Teller,  who 
shall  himself  keep  a  separate  record  of  cash  trans- 
actions as  already  provided  for. 

417.  The  Cash  Book  must  be  a  correct  daily  record 
of  all  cash  transactions. 

418.  Each  Cash  Book  debit  must  he  represented  by 
a  voucher  bearing  some  other  authority  than  that 
of  the  Teller. 

419.  Each  credit  must  be  represented  by  a 
voucher  bearing  the  Teller's  initials. 

420.  The  Cash  Book  must  be  balanced  before  the 
officer  who  keeps  it  leaves  the  office  for  the  day. 

421.  The  Manager  or  Accountant  shall  subse- 
quently, not  later  than  the  day  following,  audit  the 
day's  work  through  the  channel  of  the  Cash  Book  in 
the  manner  laid  down  in  Rule  67,  certifying  by  his 
initials  to  the  book's  absolute  correctness  in  additions 
as  well  as  entries. 
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422.  When  calling  the  Deposit  and  Savings 
Ledgers  the  Manager  or  Accountant  must  tick  the 
entries  in  the  Deposit  Ledger  and  initial  them  in  the 
Savings  Ledger. 

423.  The  calling  of  the  Cash  Book  to  the  Manager 
or  Accountant  must  be  by  some  officer  other  than  the 
Ledger-Keeper. 
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SECTION  VI. 

CORRESPONDENCE. 

501.  It  is  desirable  t'.at  the  Accountants,  where 
regularly  appointed  as  such,  should  be  at  all  times 
thoroughly  conversant  with  the  business  of  their 
respective  Branches,  and  to  this  end  they  should  be 
allowed  to  peruse  from  day  to  day  the  special 
correspondence  with  Head  Office. 

502.  Special  letters  to  the  General  JIanager  should 
treat  of  only  one  subject  on  a  page,  and  when  there 
are  more  pages  than  one  in  a  letter  each  is  to  be 
dated. 

503.  Letters  received  from,  and  copies  of  letters 
despatched  to  the  General  Manager  or  Inspector, 
referring  to  customer's  accounts  should  be  kept  in  a 
special  file  which  may  be  designated  "Manager's 
Reference  Pile,"  and  should  be  sorted  under  the 
name  of  the  customer  referred  to  therein.  This  plan 
permits  quick  access  to  instructions,  and  information 
regarding  customers  over  several  years  back,  and  also 
preserves  all  letters  of  value  from  going  into  the 
ordinary  letter  file  which  may  be  destroyed  in  a  few 
years.  This  file  should  be  kept  in  the  Manager's 
private  custo(  y,  for  reference  of  himself  and 
Accountant. 

504.  All  special  letters  to  the  General  Manager 
dealing  with  the  account  of  a  customer,  shall  state 
at  the  top  of  the  page  the  customer's  name  and  the 
present  credit  granted,  together  with  the  present  lia- 
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bility,  direct  and  indirect,  and  the  security  held.  In 
cases  where  no  regular  credit  has  been  granted,  a 
concise  statement  of  the  customer's  means  is  advis- 
able. The  General  llanager  may  not  have  the  first- 
hand information  which  the  Manager  has,  and  it  takes 
time  to  look  up  records. 

505.  Communications  from  the  General  Manager 
which  call  for  a  reply  must  be  dealt  with  promptly. 
In  anj  case  where,  owing  to  a  difficulty  in  procuring 
the  necessary  information,  a  delay  of  more  than  three 
days  is  likely  to  occur,  the  Manager  should  so  advise 
Head  Office. 

506.  Deeds  and  agreements  sent  to  be  executed 
under  Seal  must  be  accompanied  by  copies  to  be  filed 
at  Head  Office,  and  these  should  be  made  on  the  usual 
printed  forms  where  possible. 

507.  In  forwarding  documents  for  execution,  a 
concise  statement  must  l)e  given  of  the  circumstances 
under  which  execution  is  sought.  In  the  case  of  dis- 
charge or  assignment  of  mortgage,  these  particulars 
should  include  amount  of  mortgage,  the  amount  to 
be  paid  to  the  Bank,  and  the  debt  to  which  the  mort- 
gage relates. 

508.  Letters  to  Foreign  Correspondents  of  the 
Bank,  as  well  as  all  other  important  communications, 
should  be  signed  by  ilie  Manager  personally. 

509.  A  stamped  signature  of  the  JIanager  may  be 
used  for  .signing  letters  of  a  purely  routine  character. 
Such  signature  must  be  affixed  to  the  letters  by  the 
Manager  hiuiself  or  by  the  Accountant,  and  be 
initialled  by  the  one  so  affixing  it.  On  no  considera- 
tion may    stampetl    signatures  be    attached   to  "At 
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Credit"  slips,   formal  letters,  or  letters  containing 
instructions  to  pay  money. 

510.  All  letters  written  at  the  Branch  must  be 
entered  in  the  General  Register  of  Letters  Despatched. 
This  Register  is  provided  with  a  column  in  which  the 
postage  on  each  letter  is  to  be  entered,  and  at  least 
once  a  month  the  Accountant  must  prove  the  additions 
of  this  column  and  see  that  the  suras  already  debited 
for  postage  have  been  properly  expended. 

511.  The  total  number  of  postal  cards  despatched 
may  be  entered  in  the  Register  of  Letters  Despatched 
at  the  close  of  each  day,  instead  of  being  entered 
separately. 

512.  Post  cards  may  be  used  for  the  purpose  of: 

(1).  Acknowledging  receipt  of  letters  when 
nothing  more  is  necessary  than  simple 
acknowledgment. 

(2).  Asking  for  acknowledgment  of  letters. 

(3).  Advising  payment  by  number  and  amount 
only. 

Names  of  individuals  must  not  he  given. 
No  communication  of  any  other  nature  is  to  be 
made  thereon. 

Telegrams  and  Cipher  Codes. 

513.  The  Cipher  Codes  are  to  be  kept  by  the 
Jlanager  or  Accountant  under  lock  and  key  and  are 
to  be  placed  in  the  burglar-proof  safe  over  night. 

514.  The  translation  of  .nessages  in  cipher  must 
not  be  written  on  the  message  form. 
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515.  All  messages  despatched,  whether  in  cipher 
or  not,  must  be  confirmed  by  first  mail.  Cipher  mes- 
sages must  be  confirmed  by  the  translation. 

516.  All  cipher  messages,  received  or  despatched, 
must  be  checked  by  a  second  officer,  and  this  oflicer 
must  initial  the  message  in  proof  of  this. 

."^I".  No  transfer  of  money  by  wire  may  be  made 
except  by  cipher,  and  an  open  telegram  authorizing 
the  payment  of  money  is  not  to  be  honored.  See  also 
Circular  1648. 


ill. 


^\H.  Cireulais  iidvisinf;  cban;;™  in  iir  adilitions  to 
tlic  'I'elejirapli  ('"'le  Hhoilld  b.,'  kept  in  an  cnvi-lopi!  in 
th.^  Manairer's  custcxly.  They  must  not  U-  fastened 
in  the  ( 'irenlar  liook. 
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SECTION    VII. 

LOANS  AND  DISCOUNTS. 

601.  It  has  not  been  eonsidered  advisable  to  fix 
any  definite  sum  up  to  which  a  JlnnaRer  is  authorized 
to  advance  on  his  own  responsibility  without  previous 
reference  to  Head  Office.  Generally  speaking,  all 
advances  of  moment  .should  first  be  referred  to  Head 
Office,  but  it  is  impossible  to  draw  a  hard  and  fast 
line  in  these  matters,  and  occasionally  time  may  not 
permit  such  reference  beforehand. 

602.  Where  the  .Manager  is  called  upon  to  act  on 
his  own  responsibility  in  these  cases,  the  justifiertion 
for  his  action  must  depend  on  the  .judgment  shown 
in  the  matter.  In  such  cases  a  transaction  muar 
immediately  be  reported  in  a  special  letter  and 
confirmation  asked  for  from  Head  Office. 

603.  It  is  essential  to  the  proper  administration 
of  the  discount  business  of  the  Bank  that  all  business 
which  is  conducted  under  a  regular  credit  should  be 
brought  under  review  at  a  regular  period  in  each 
year,  and  that  every  important  account  should  be 
managed  on  lines  definitely  anprored  by  Head  Office 
at  such  intervals. 

604.  It  is  desirable  that  the  Bank  s  discount  cus- 
tomers should  understand  that  their  accounts  come 
under  diseu-ssion  at  least  once  in  each  year  with  the 
General  Manager,  and,  indeed,  that  this  discussion 
should  be  inaugurated  by  their  submitting  a  regular 
application  for  a  renewal  of  their  credit.     The  lat- 
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ter  is  not,  however,  absolutely  necessary,  and  in  eases 
where  it  is  not  feasible.  Managers  should  ascertain 
what  their  customers'  requirements  are  likely  to  be, 
and  upon  this  an  application  by  the  Manager  may  be 
based. 

605.  When  bringing  an  account  up  for  the  annual 
r>"   'on,  the  special  letter  should  contain  an  express 

0-  ommendation  as  to  the  lines  upon  which  it  should 
, -e  carried  for  another  year,  and  should  call  for  the 
express  approval  of  Head  Office  for  the  continuance 
of  the  account  for  another  season. 

606.  In  all  applications  for  authority  to  discount 
trade  paper,  the  probable  volume  of  the  discounts 
should  be  stated,  so  that  a  line  of  credit  for  such 
transactions  may  be  approved. 

607.  In  order  to  facilitate  the  consideration  of 
applications  for  credit  at  Head  Office,  the  following 
points  should  be  observed: 

(a).  The  amount  of  the  customer's  present 
credit  and  his  liability,  with  the  security 
held,  should  be  given.  Then  the  letter 
should  begin  with  a  concise  state'nent  of 
the  exact  credit  required,  the  anioi'iit,  the 
purpose  for  which  the  advances  are  to  be 
used,  the  security  offered,  the  name  of  the 
1  roposed  endorsers  or  guarantors,  when 
the  advances  will  be  required,  and  when 
and  from  what  source  they  will  be  repaid, 
etc. 

(b).  In  the  discussion  of  the  application,  it  will 
insure  attention  to  all  the  necessary  points 
if  the  Manager  will  review  in  order  the 
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particulars  given  as  to  the  amount  of 
security  offered,  tlie  financial  position  of 
the  customer  and  his  endorsers  or  guar- 
antors, the  quality  of  the  trade  bills,  etc., 
and  say  what  is  nueded  about  each. 
(c).  The  particulars  called  for  on  form  70A 
coverinj-  the  worldna  of  the  account  should 
always  be  given  as  far  as  possible.  The 
figures  aflFurded  in  this  .statement  should 
be  for  the  12  months  preceding  the  date 
of  the  customer's  statement  of  affairs  which 
it  accompanies. 

(d).  If  the  application  be  from  a  new  cus- 
tomer, the  cause  of  the  change  in  his  Bank 
account  .should  be  stated.  If  the  applica- 
tion is  for  a  line  on  trade  bills,  a  statement 
showing  the  credit  of  each  name  under  dis- 
count with  his  previous  Hankers,  with 
addresses  and  ratings,  or,  at  least,  a  list  of 
the  pat-ties  whose  paper  has  been  chiefly 
offered,  and  the  appro.ximate  amount  of 
credit  accorded  each,  will  usualiy  be  neces- 
sary to  enable  the  General  Manager  to 
form  judgment  about  the  account. 

(e).  When  necessary,  as  in  the  case  of  a  new 
customer  getting  a  credit  for  the  first  time, 
it  should  be  stated  whether  the  business  for 
which  it  is  required  is  a  new  enterprise  or 
not,  and  what  the  reputation,  experience 
and  prospects  of  the  parties  are.  It  should 
be  remembered  that  the  General  Manager 
may  not  be  aware  that  the  applicant  is  a 
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regular  customer  of  the  Bank  if  hi*  name 
has  not  been  reported  as  a  borrower. 
(f).  The  most  recent  statement  of  the  custom- 
er's affairs  should  accompany  the  applica- 
tion, or,  if  the  statement  has  already  been 
sent,  this    fact  should    be  stated.      When 
transmitting    a    customer's    statement    of 
affairs  either  with  an  application  or  at  any 
other  time,    a    comparison  with    the  last 
previous  statement  on   form   71 A   should 
accompany  it.    If  the  statement  it.  the  first 
one  that  has  been  received,  a  classification 
of    the    customer's    assets    and    liabilities 
should  be  made  on  this  form, 
(g).  The  Managers  are  expected  to  report  on 
any  changes  of  importance  in  the  nature  o 
the  assets  and  in  the  proportionate  amount 
of   the   liquid   assets   and   liabilities.      If 
there  are  endorsers  or  guarantors  definite 
information  as  to  their  financial  position 
should  be  given, 
(h).  The  Manager's  recommendation  in  the  mat- 
ter is  an  essential  point  and  should  never 
be  omitted.    The  special  letter  accompany- 
ing shall    be    carefully  and    methodically 
framed,  and  the  information  be  set  out  in 
due  order  and  sequence,  each  subject  being 
discussed    in  a    separate  clause,   and    all 
that  is  to  be  said  on  a  particular  subject 
brought  'ogether  in  one  place  as  far   as 
possible.    This  can  best  be  accomplished  by 
the    letter   being    drafted    carefully,    cor- 
rected, and  then  re-written. 
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(i).  The  Manager  should  always  remember  that 
Head  Offlce  has  not  the  local  information 
with  which  he  is  familiar,  and  must  depend 
on  him  for  the  information  necesaary  to 
enable  it  to  form  a  judgment  of  the 
account. 

608.  Managers  must  keep  themselves  closely  in- 
formed  as  to  the  working  of  their  various  accounts, 
and  when  for  any  reason  one  does  not  work  as  antici- 
pated  and  as  advised  to  Head  Offlce,  the  matter  must 
be  brought  to  the  attention  of  the  General  Manager 
m  a  special  letter,  giving  the  reasons,  and  his 
instructions  asked  for. 

609.  When  a  credit  has  been  arranged,  it  is 
assumed  that  the  customer  has  anticipated  fully  the 
requirements  of  his  business  for  the  coming  season, 
and  if  for  any  reason  the  account  does  not  reduce  at 
the  time  expected,  the  General  Manager  must  be 
advised  by  special  letter.  Any  increase,  of  course 
must  have  his  sanction.  ' 

610.  When  an  interview  regarding  anv  customer's 
account  has  taken  place  between  the  Manager  and  the 
General  Manager,  the  Manager  is  expected  to  write 
an  official  letter  immediately  on  his  return  to  the 
Branch,  setting  forth  the  points  which  were  discussed 
and  his  understanding  of  the  conclusions  arrived  at 
and  asking  for  confirmation  if  correct. 

This  applies  to  telephone  instructions  as  well. 

611.  Managers  shall  not  make  advances  to  officers 
of  other  chartered  banks  or  allow  such  officers  to  keep 
current  aceounta  with  this  Bank. 
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612.  ITnless  authorized  by  the  General  Manager, 
no  advances  are  to  be  made  to  parties  who  do  not 
keep  the  whole  of  their  account  in  the  Bank  of 
Toronto. 

613.  In  the  ease  of  persons  offered  as  endorsers, 
the  Jlanag('r  will  not  rest  satisfied  with  the  general 
opinion  that  the  parties  are  prood.  or  that  they  own 
real  estate,  but  should  ascertain  precisely  their  posi- 
tion, and  especially  if  they  are  in  delit  to  other  Hanks. 
If  they  are  represented  as  owning  real  estate,  he  will 
ascertain  if  it  is  clear  of  encuinl)rance,  and,  if  not, 
what  liability  is  against  it.  In  cimsidering  the  name 
of  anyone  offered  as  an  endorser  it  is  not  advisable 
to  accept  one  who  cannot  be  relied  on  to  retire  the 
amount  involved  if  need  be  without  embarrassment. 

614.  Copies  of  all  Balance  Sheets  of  c;ustomers  or 
others  should  be  forwarded  to  Head  Office  immediately 
on  receipt  thereof,  whether  the  parties  are  indebted 
to  the  Bank  at  the  moment  or  not,  accompanying 
them  with  a  comparison  on  form  No.  71 A  with  the 
last  previous  statement.  If  there  is  any  change  of 
moment  in  the  statement,  tlie  JIanager  should  give  as 
full  details  as  possible  in  regard  thereto. 

61.'>.  The  Jtanagers  should  make  a  point  to  obtain 
accurate,  and  not  estimated,  Balance  Sheets  at 
regular  intervals,  and  to  educate  their  customers  so 
that  they  will  expect,  as  a  matter  of  course,  to  sup- 
ply a  statement  of  their  affairs  annually.  It  is,  of 
course,  desirable  that  such  statements  should  be 
signed  by  the  customers,  who  should  be  allowed  to 
make  them  out  in  their  own  way  so  long  as  the  figures 
given  are  exact. 
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Statements   should   be   revised 


616.  At  Hranelips  where  it  is  tlie  praetice  to  make 
loans  to  farmers,  information  re^'urdin;.'  these 
ohligants  should  he  recorded  in  the  hook  spe.  ially 
supplied  for  that  purpose  liy  Head  Office,  and  in 
accordance  with  the  particulars  called  for  therein. 
The  information  given  as  to  propert.v  should  always 
be  verified  by  search  in  the  Registry  Office. 

617.  The   farmers' 
regularly. 

618.  With  all  loans  to  this  class  of  the  community, 
the  Manager  sliould  know  for  -vhat  purpose  tlie 
money  is  obtained,  and  how  it  is  proposed  to  repay 
it,  and  the  understanding  on  this  point  cannot  he  too 
specific. 

6in.  All  notes  held  as  collateral  security  must  he 
hypothecated  to  the  Bank  on  the  regular  form  duly 
signc<l  hy  the  borrower.  The  attorney  for  a  cus- 
tomer cannot  hypothecate  collateral  notes  unless 
specially  empowered  to  do  so. 

620.  The  Jfanager,  with  every  loan  he  puts 
through,  should  keep  a  record  of  the  promises  or 
representations  made  to  him  in  connection  with  it, 
and  its  payment.  This  record  might  lie  kept  in  the 
Liability  Ledger,  which  should  be  continually  before 
him.  When  an  advance  is  not  paid  at  maturity  it  is 
always  incumbent  on  the  parties  to  such  a  note  to 
explain  why  the  renewal  is  refpiired.  This  explana- 
tion must  always  be  insisted  upon  by  the  IFanager, 
and,  il'  he  does  not  consider  it  very  satisfactory,  the 
renewal  must  he  declined  until  further  security  in 
the  shape  of  collateral  or  another  good  name  is  given. 
When  the  Manager,  under  the  head  of  "Remarks," 
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in  the  daily  Debts  Purchased  Sheet  makes  an  explan- 
ation or  promise  against  a  note,  this  explanation  or 
promise  must  be  referred  to  in  the  event  of  a  renewal 
being  put  through,  and  a  further  explanation  given 
against  the  renewal,  so  that  a  continuous  history  of 
every  note  can  be  kept  before  us  and  also  in  the  mind 
of  thf!  Manager. 

621.  Loans  for  an  indefinite  purpose  or  without 
a  clear  understanding  as  to  the  time  of  payment  are 
to  be  avoided. 

622.  When  an  advance  has  been  authorized  for  a 
specific  purpose  or  a  specific  time,  a  special  ad\ice 
must  be  sent  to  Head  Office,  with  a  full  explanation 
if  for  any  reason  an  extension  of  the  terra  of  pay- 
ment is  desired. 

623.  Interest  on  overdrafts  must  be  charged  to  the 
respective  account  on  the  last  day  of  every  month. 
The  rate  should  be  at  least  1%  above  the  ordinary 
rate  if  not  more.  Before  entry  is  made  all  computa- 
tions of  interest  must  be  checked  by  the  Accountant, 
or  under  his  supervision. 

624.  All  payments  of  collateral  notes  must  be 
credited  in  the  Deposit  Ledger  to  the  customer's  col- 
lateral account,  and  under  no  circumstances  shall 
this  money  be  used  for  any  other  purpose  than  that 
for  which  it  was  originally  intended. 

625.  In  the  Province  of  Quebec  no  married 
woman  can  enter  into  a  contract,  sign  or  endorse  a 
note,  or  bind  herself  in  any  way  for  the  benefit  of  her 
husband.  Therefore  notes  signed  or  endorsed  by 
married  women  must  not  be  taken. 
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626.  The  law  in  this  respect,  however,  is  not  so 
strict  in  the  other  Provinces,  but  recently,  by  a  .iiids- 
ment  of  the  Supreme  Court,  confirmed  liy  the  Privy 
Council,  it  was  decided  that  a  marrieil  woman's 
guarantee  or  endorsement  for  her  husband  is  void 
unless  she  signs  indejiendently.  (Stuart  vs.  Bank 
of  Montreal.) 

627.  Therefore,  in  tlie.se  Pro^nnces  if  it  is  found 
uxpedient  or  necessary  to  have  a  wife  join  in  a  guar- 
antee or  endorsement  on  her  husband's  behalf,  care 
must  be  taken  to  see  that  she  has  had  the  advice  of 
her  friends,  of  whom  her  husband  is  not  to  !)e  one, 
and  of  a  lawyer  other  than  her  husband's  legal 
adviser,  with  a  declaration  from  the  latter  that  she 
has  been  so  advised. 

628.  The  borrowing  powers  of  E.xecutors,  if  they 
have  any,  are  determined  by  the  Will  of  the  Testator. 
Upon  the  decease  of  a  borrower  the  Manager  requires 
to  ascertain  the  conditions  of  the  Will,  and,  unless 
authority  is  specially  given  thereunder,  the  Executors 
cannot  legally  borrow  nor  renew  any  note  which  may 
hs  running.  The  obligations  of  any  deceased  bor- 
rower must,  therefore,  not  be  renewed  without  spe- 
cial authority  from  Head  Office. 

629.  In  the  ease  of  direct  advances  to  a  firm  the 
endorsement  of  the  partners  should  be  had,  as,  by 
this,  the  Bank  is  in  a  position  to  enforce  its  claim,  if 
necessary,  against  the  partners  individually,  without 
regard  to  any  limitations  there  may  be  as  to  the  firm's 
liabilities  in  the  partnership  agreement. 

630.  Except  in  the  case  of  advan-^es  under  Section 
88,  Demand  Note.'  not  desirable.     They  are  not 

81 


■M 


II  !1  i 


it  1 


THE  BANK  OF  TORONTO 

SO  profitable  to  the  Bank  and  the  time  of  payment  is 
never  so  clearly  understood. 

631.  Where,  howe\er,  it  has  been  considered 
advisable  to  make  an  advance  payable  on  demand,  the 
note  must  be  drawn  payable  with  interest.  The  word- 
ing must  be  as  follows:  "with  interest  at  the  rate  of 

per  cent,  as  well  after  as  before  maturity."  This 

wording  our  solicitors  advise  as  being  necessary  to 
enable  the  Bank,  in  case  of  a  dispute,  to  collect  inter- 
est at  the  agreed-on  rate  up  to  date  of  payment. 

332.  Where  a  note  held  by  the  Bank  is  payable 
on  demand  and  is  endoi-sed,  it  is  essential,  in  order 
to  avoid  any  possibility  of  the  question  of  non-liabil- 
ity being  raised  by  reason  of  the  endorser  not  having 
been  notified  of  the  non-payment  of  the  note  within  a 
reasonable  time,  that  the  endorser  specially  waive 
such  presentation,  protest  and  notice  of  protest  over 
his  own  signature  on  the  back  of  the  note,  in  addition 
to  his  signature  endorsing  the  note. 

633.  Drafts  deposited  drawn  at  three  days'  sight 
and  over,  must  be  treated  as  discounts  and  jio 
tbrough  the  discount  sheet. 

634.  Sight  drafts  of  $500  and  over  which  are  to 
go  to  the  credit  of  the  customer  immediately  must  be 
treated  as  discounts  and  go  through  the  discount 
sheet. 

635.  The  calculations  of  discount  and  exchange 
charged,  in  the  discounts  sheets  must  be  carefully 
cheeked  by  a  senior  officer.  In  the  smaller  Branches 
this  should  be  done  by  the  Manager. 

636.  Bills  Discounted  will  be  taken  over  daily  by 
the  Manager  or,  in  the  larger  offices,  by  the  Aceount- 

S2 


RILEH  AND  REOILATIONS 

ant  or  an  officer  tliily  authorized.  II,.  will  check  each 
bill  to  see  that  it  is  in  order  and  properly  matured 
and  that  the  endorsements  are  rejfular,  eomparini?  it 
with  the  entry  in  the  sheet  and  initialling  for  the  bill 
in  the  Diary.  If  the  bill  is  a  local  bill  it  will  be  tiled 
under  its  proper  date  of  maturity  in  his  bill  case, 
and,  if  a  foreign,  he  will  see  that  it  is  forwarded  by 
mail  to  the  Bank's  correspondents  at  the  place  of 
payment. 

6.37.  If  the  only  Bank  at  the  place  of  payment  is 
a  Private  Banker,  the  bill  .should  be  sent  for  accept- 
ance and  return  iineitdor.ml.  If  it  is  accepted  it 
should  be  held  until  a  few  days  before  maturity 
before  forwarding  for  payment. 

638.  This  rule  in  regard  to  Private  Bankers 
applies  also  in  the  case  of  bills  held  for  collection  or 
as  collateral,  and  in  all  cases  the  .Manager  must  take 
from  the  customer,  on  the  form  for  the  purpose,  the 
regular  agreement  in  regard  to  collections  sent  to 
Private  Bankers. 
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Notification  of  Obliuants  on  Bills  Discounted, 


639.  All  makers  or  acceptors  of  local  bills  dis- 
counted must  be  notified,  at  least  ten  days  before 
maturity,  that  the  Bank  holds  the  bill  and  looks  to 
them  for  payment. 

640.  It  is  also  advisable  in  the  case  of  notes  given 
for  accommodation,  to  notify  the  endorser  as  well, 
and,  unless  the  endorser  has  written  his  name  on  the 
note  in  the  presence  of  the  Manager,  this  notice  should, 
be  sent.     The  notices  must,  of  course,  be  in  closed 
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envelopes  and  sent  at  the  ordinary  letter  rate  of 
postage.  The  envelopes  used  for  this  purpose  should 
bear  the  usual  printed  direetions  to  return  to  the 
Bank  of  Toronto  if  not  called  for  within  a  certain 
time. 
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Bills  Not  Paid  at  JIaturity. 

641.  If  a  note  under  discount  be  not  paid  on  the 
day  it  matures  it  must  be  charKe<l  to  Notes  Pro- 
tested Account  and  protested,  unless  the  endorser 
specifically  waives  protest  and  notice  of  dishonor  on 
the  bill,  or  unless  a  general  waiver  on  the  Bank's 
form  is  held. 

642.  Under  no  circumstances  is  an  unpaid  note 
to  be  held  in  the  Cash,  nor  is  one  to  be  extended.  No 
excuse  will  be  accepted  for  a  v-olation  of  these  rules. 

643.  A  note  must  not  be  charged  bairk  to  a  cus- 
tomer's account  if  by  so  doing  an  overdraft  will  "^e 
created.  There  are  several  reasons  for  this.  In  th 
first  place,  we  object  to  overdrafts  on  principle; 
second,  under  certain  conditions  the  charging  back 
of  the  note  might,  so  far  as  the  Bank  is  concerned, 
operate  as  a  payment,  and  the  Bank's  position  on 
this  account  be  prejudiced;  third,  when  the  bills  are 
so  charged  back  to  the  customer's  account  instead  of 
being  shown  in  the  past  due  list,  the  returns  to  Head 
Office  do  not  give  the  proper  information  to  enable 
the  General  Manager  to  know  the  true  working  of  the 
account. 

644.  When  bills  are  overdue,  the  JIanager  will  at 
once  endeavor  to  effect  a  settlement,  communicating 
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with  all  the  parties  thi-ruoii.     Cimstant  attpntion  is  to 
be  given  until  they  are  retired. 

645.  If  neeessary  to  protect  the  Hank's  interest, 
overdue  bills  should  be  sued  at  once,  and,  in  any 
event,  if  a  settlement  be  not  made  within  a  reason- 
able time,  say  two  weeks,  the  hill  must  he  hamled  to 
the  solicitor  for  suit.  There  is  no  excuse  for  a  cus- 
tomer nei,'lectiiig  to  arrange  his  paper  at  the  proper 
time,  and,  if  no  attention  is  paid  to  the  Bank's  notice, 
the  account  is  not  likely  to  deserve  much  considera- 
tion. 

646.  Xo  debt  is  to  be  compromised,  nor  is 
any  long  extension  to  be  granted,  without  specific 
authority. 

647.  In  this  connection  it  is  well  to  remember 
that  if  time  he  granted  to,  or  a  eomiiromise  made 
with,  the  pi  i-ty  primarily  liable  on  a  hill  or  note,  all 
the  other  parties  to  the  note  will  lie  released  unless 
their  specific  consent  be  obtained. 

648.  A  renewal  taken  without  all  the  names  to 
the  original  releases  the  others. 

Securities. 


649.  Bonds,  debentures,  mortgages  and  any  secur- 
ities (other  than  Warehouse  Receipts,  Assignment 
under  Section  88  of  the  Bank  Act,  and  Conateral 
Notes)  whether  pledged  as  collateral  security  or 
lodged  for  safe-keeping,  must  be  listed  under  their 
proper  hcauings  in  the  Security  Register. 

650.  Articles  accepted  for  safe-keeping  should 
bear  consecutive  numbers  which  must  be  entered 
against  them  in  the  Register. 
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fijl.  Til'  sceiiritics  must  hv  held  by  thp  Manager 
in  the  Treasury  (ir  a  similar  eompartment. 

652.  I 'poll  surreiiiler  of  securities  lield  as  eollat- 
eral,  fur  safe-keeping,  or  in  eserow,  receipt  must  be 
taken  therefor  in  the  Securities  Register  from  the 
party  hy|>othe(atinK  or  lodging  them,  or  from  some 
one  duly  ipialified  t^  sign  on  his  behalf. 

653.  Honils.  debentures,  etc.,  held  or  forwarded  to 
another  point  for  sale  or  eolleetion  of  interest  must 
not  be  stamped,  numbered,  or  otherwise  marked  except 
with  a  lead  pencil.  When  forwarding  for  payment 
at  maturity  they  may  be  stami)ed  and  numbered  in 
the  same  way  as  cai>h  items. 

654.  Every  package,  envelope,  etc.,  must  be  sealed 
with  wax  by  the  owner  before  being  accepted  by  the 
Bank  for  safe-keeping. 

655.  When  deposits  are  left  with  the  Bank  in 
escrow,  .Managers  must  on  no  c-ount  undertake  to 
carry  out  the  terms  of  the  agi  irient.  Papers  must 
be  sealed  in  the  Bank's  regular  envelope  bearing  a 
superscription  signed  by  the  person  making  the 
deposit  to  the  effect  that  the  contents  are  to  be 
delivered  on  payment,  etc.,  and  setting  forth  the 
disposition  to  be  made  of  the  packet  on  default. 

656.  The  contents  must  be  receipted  for  on  the 
envelope  when  delivered,  and  the  envelope  so  signed 
filed  in  a  secure  place  in  the  vault  or  safe. 

657.  These  instructions  and  suggestions  as  to  the 
handling  of  securities,  etc.,  left  for  safe-keeping,  are 
not  to  be  construed  as  favoring  in  any  way  this  unpro- 
fitable practice. 

658.  It  is,  however,  necessary  at  times  to  accept 
securities,  etc.,  for  safe-keeping,  and,   when  this  is 
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the  case,  it  must  be  clearly  understond  that  the  liank 
assumes  no  rcsponsibilit.v. 

(mO.  Receipt  lornis  anil  envelopes  will  ,.  sup- 
plied on  appli.-ation.  These  speeifi.ully  stale  :  ,it  the 
securities  are  aeiMpted  for  sal'e-keepini.'  only  on  this 
understanilins.',  hut,  in  ease  of  troulilc,  this  niiclit  not 
be  held  by  the  Courts,  under  certain  cireuiiistancvs, 
to  relieve  the  Hauk  from  liability  In  the  matter. 

Assignment  df  Hook  Accoi-nts. 

660.  As  a  security  on  which  to  base  a  credit,  an 
assignment  of  hook  accounts  is,  as  a  rule,  not  sati^i- 
factory.  In  many  ins'ances  such  accounts  reprc'si'nt 
what  is  owina  by  the  sl,.w  and  non-payiufr  patrons  of 
a  business.  This  is  particularly  true  of  the  accounts 
of  a  retail  trailer.  The  security  is  chiefly  of  value  as 
additional  collateral  to  provide  a  marijin  in  case  other 
securities  fall  short. 

661.  Practically  speaking,  such  an  a.ssiirnment  is 
of  little  value  unless  notice  he  sent  to  the  debtors. 
This  step,  of  course,  would  destroy  the  credit  of  the 
Bank's  customer.s,  and,  consef|uently,  would  only  he 
resorted  to  in  case  of  the  failure  of  the  Bank's 
customer,  and  where  it  was  necessary  to  protect  "e 
Bank's  interests. 

662.  In  the  case  of  the  failure  of  the  Bank's  cus- 
tomer, however,  unless  the  assignment  of  the  accounts 
to  the  Bank  had  been  made  more  tha-  sixty  da.vs 
before  such  failure,  the  burden  of  proof  would  iie 
on  the  Bank  to  show  that  advances  had  actually  been 
made  against  the  assignment,  and  that  the  assign- 
ment was  not  an  attempt  to  give  the  Bank  a  prefer- 
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ciicc  liver  tile  other  eroditors,  Kveri  where  the  einim 
of  the  Hunk  is  not  dispilteil  hy  the  other  ercilitors,  it 
hiis  been  foiiiid  thnt  there  is  alwajd  a  heavy  shrinkaiie 
when  the  accounts  have  to  be  looked  t«,  the  reason 
lieinu  thnt,  when  a  I'ailnre  does  occur,  tlie  insolvent 
has  invariably  collected  I'very  account  that  is  readily 
collectible,  in  his  efforts  to  keep  the  business  (toinjr, 
and,  naturally,  the  only  accounts  left  arc  the  slow 
ones. 

6fi3.  The  best  time  to  obtain  this  security  is  when 
an  account  is  opened  and  advances  are  beintf  arranged 
for,  as  then  it  will  be  nivcn  almost  as  a  matter  of 
form  and  without  friction.  When  so  taken,  no  ques- 
tion could  be  raised  as  to  the  validity  of  the  assign- 
ment if  it  had  to  be  looked  to  in  cast  of  need.  With 
some  banks  this  is  the  rule.  Where  an  account  is 
operated  under  a  puarantee,  an  assifinment  of  book 
aci^ounts  is  a  measure  of  protection  to  the  suarantor 
in  the  event  of  anything  going  wrong. 

664.  When  an  a-ssignment  is  taken  from  a  Limited 
Company  it  nnist  be  under  seal,  and  the  by-laws  of 
the  company  must  give  the  officers  power  to  execute 
such  a  document. 

66.=).  When  an  assignment  is  taken  from  a  firm  it 
should  be  executed  by  each  of  the  partners  on  behalf 
of  the  firm. 

666.  The  foregoing  instructions  will  not  apply  to 
the  Province  of  Quebec.  There,  no  assiKniucnt  of 
accounts  would  he  valid  without  notice  to  the  debtor 
at  the  time  of  the  assignment  of  the  accounts. 

667.  In  Alberta,  Saskatchewan  and  British  Colum- 
bia these  assignments  must  be  registered,  and  even 
then  they  do  not  remain  in  force  indefinitely,  but 
must  be  renewed  from  time  to  time. 
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fi'lH.  Wlieri'  this  security  i-i  tiikcn  iit  t\w  litiic  nii 
advuncc  is  mndc  the  f,..    ,  will  rwid  ns  fiillnws; 

"WhiTons  ih,.  nutomiT  has  Rp,.|io,|  („  th..  Rnnk  for 
i-prtain  «.|vnnr,.s  to  he  nia.lc  to  him  liv  th,.  Ilnnk 
anil  hiin  at'W.I  to  rxivutc  thw  pri'Scnls  ns  n.f.li- 
ticmal  c'ollat.^ral  ami  rontiniiinit  "Pfiiritv  to  th.' 
Hank  for  surh  in.lclitr.h.css  an  nhall  1..^  th(T,.|,v 
iTpatp.l  an.l  for  nil  i..lntn...|i  that  mnv  hir.-.-.ftor 
I*  ma.li.  to  him  hy  thi.  Rank  ami  for  nil  futoro 
in.lcl.tr.|no««  from  him  to  thi.  Hnnk  on  iinv  .-i.Toiint 

whatBorvor    mhfthor  al.>i r  tofethor   with   othc^rq 

ro  partners    with    him    or    othi-rniw  Sim    then' 

fori,  this  ne'Pfiopnt  witnosaoth  that        i-onai.hTation 
of  the   premiws  anri   the  aiiin   of  r.no   .lollnr.  oti-. " 
Where   ativnnei's    are    already    eiirrent  and    this 
additional  seeurity  is  required,  the  form   will   reiul: 
"Whereas   the   ,Mi»tcmier    is    in.leWeil    to   the    Hank   an.l 
has  aeree.l   to  execute   these   prisents  as  n.l.liti.ina' 
eollateraJ  and  eontiniiini;  seeuritv  to  the  Bank   fi 
such   imlelite.lness   anrI    for   all    li.lvnnees    that    ni. 
hereafter  he  nia.le  and   for  all   future   indehte.lness 
on    any    aecMiui.t    whatsoever,      \ow    therefore    this 
agreement   witrjesseth   that   in   eonsirleration  of  the 
premiKs  and  the  sum  of  .)ne  dollar,  etc." 

BiLM  OF  Laoinq. 

669.  When  the  Bank  is  a.sked  to  make  advances 
against  Bills  of  Ladins,  it  is  e.ssential  that  the  order 
form  be  used,  as  this  is  the  only  one  to  whicli  any 
security  value  whatever  attaches,  there  heintf  in  it  "a 
specific  clause  that  "the  surrender  of  this  Orisrinal 
Order  Bill  of  Lading,  properly  endorsed,  shall  he 
required  before  the  delivery  of  the  poods." 

670.  The  clause  also  declares  that  inspection  of 
the  goods  covered  by  the  Bill  of  Lading  will  not  be 
permitted  unless  provided  by  law,  or  unless  permis- 
sion is  endorsed  on  this  original  Bill  of  Lading,  or 
given  in  writing  by  the  shipper. 
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671.  The  goods  may  be  shipped  cither  to  the  order 
ot  the  Bank  or  to  the  order  of  the  shipper,  and  the 
Bill  of  Lading  endorsed  by  him. 

672.  Ocean  Hills  of  Lading,  however,  hypothe- 
cated to  the  Bank,  are  to  be  made  out  to  the  order  of 
the  shipper  and  by  him  endorsed  in  blank. 

673.  A  specimen  of  tlie  Order  Bill  of  Lading  to 
the  order  of  the  shipper,  and  endorsed  in  blank,  is 
included  in  the  pro  forma  set  of  Pank  security  forms 
in  the  Manual. 

674.  Bills  of  Lading  or  other  doeum  uts  attached 
to  drafts  forwarded  for  collection,  must  be  accom- 
panied by  definite  instructions  as  to  whether  they  are 
to  be  surrendered  on  acceptance  of  the  draft  or  held 
until  payment.  It  is  essential,  of  course,  that  the 
instructions  from  the  customer  be  in  writing  over  his 
own  or  his  attorney's  signature. 

Customers'  Insurance. 
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675.  In  dealing  with  policies  of  insurance  against 
fire,  these  points  must  be  kept  in  view: 

(a).  The  following  information  must  be  cor- 
rectly given:  The  name  of  the  assured; 
description  of  his  interest  (that  is,  as 
owner,  trustee,  bailee,  etc.) ;  description  of 
property  insured;  location  of  property 
insured.  If  the  construction  of  the  build- 
ing is  stated,  this  must  be  accurate.  If 
the  insurance  be  carried  in  more  than  one 
company  the  description  of  the  property 
and  the  location  must  agree  in  the  various 
policies. 
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(b).  If  the  property  insured   is  subject  to  a 
mortgage  or  other  lien,  this  also  must  be 
stated.     Some  companies  insist  that  where 
the    buildings    insured    are    on    leasehold 
ground  it  must  be  stated  in  the  policy, 
(c).  If  insured  in  more  than  one  company  the 
consent  of  each  to  the  concurrent  insur- 
ance in  the  other  company  or  companies, 
must  appear,   unless  the   policy  expressly 
waives  this,  requirement.    There  are  several 
f  lauses  used  by  the  companies  to  evidence 
the  waiver  in  the  policy  such  as  "further 
concurrent    insurance    permitted    without 
notice    until    required,"    or    "concurrent 
insurance  may  be  increased   or   decreased 
without  permission."      Probably  the    best 
clause,  however,  is  worded  thus:  "Permi.^,- 
sion  is  given  to  increase  or  decrease  amount 
of   total    insurance    without   notice    until 
required,  but  this  permission  shall  not  be 
construed  as  waiving  the  requirements  of 
the  Co-Insurance    Clause    hereinbefore    re- 
cited," the  words  in  italics  being  unneces- 
sary where  the  policy  has  no  co-insurance 
clause. 

One  of  these  clauses,  or  permission  to 
carry  a  stated  total  without  naming  com- 
panies, should  be  secured,  as,  where  the 
name  of  each  company  and  the  amount  it 
carries  is  inserted  in  the  policies,  it  is  fre- 
quently found  that  the  endorsements  per- 
mitting these  are  not  kept  up  to  date. 
Some  companies  object  to  giving  these 
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liberal  clauses  in  the  ease  of  small  retail 
concerns,  but  a  sufficiently  liberal  clause 
should  be  insisted  on. 

(d).  In  the  case  of  a  manufacturing  business  or 
a  grain  elevator,  or  the  like,  the  policy 
should  contain  a  clause  giving  permission 
to  work  overtime,  also  to  close  down  for  a 
reasonable  time  when  occasion  requires,  or 
to  make  repairs,  and  for  the  storage  and 
use  of  such  materials  as  are  required  and 
would  otherwise  be  prohibited  under 
Statutory  Conditions  (Ontario  Statutory 
Condition  No.  lOF.). 

Policies  should  also  contain  a  Lightning 
Clause.  Companies  will  aways  give  this, 
but  seldom  unless  specially  asked  for.  In 
this  connection  it  should  be  seen  that  the 
Lightning  Clause  is  the  standard  one,  as 
some  agents  might  insert  a  Clause  which 
would  not  give  the  desired  protection. 

(e).  The  effect  of  a  Co-Insurance  Clause  should 
be  carefully  considered.  A  reduction  in 
rate,  varying  with  the  circumstances,  is 
given  if  the  assured  allows  a  Co-Insurance 
Clause  to  be  inserted  in  his  policies.  The 
effect  of  the  Clause  is  that,  if  insurance 
representing  not  less  than  a  certain  named 
percentage  of  value  is  not  maintained,  the 
assured  would  be  a  co-insurer  for  the 
amount  of  the  deficit.  The  percentages 
usually  stipulated  are  as  follows : 
For  ordinary  risks  on  specific  items.  80% 
For  insurance  covering  several  items 

under  one  amount   90% 
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For  property  in  several  locations  or  in 

yards,  under  one  amount  100% 

'"  a  building  valued  at  $10,000  were  in- 
s  ed  for  only  $6,000  under  an  80%  Co- 
Ii  irance  Clause  (which  would  call  for 
$8,000  insurance),  it  will  be  seen  that  only 
6|8ths  of  the  agreed  amount  was  carried, 
and  this  would  reprasent  the  proportion 
of  any  loss  that  the  Insurance  Companies 
would  pay.  The  other  2|8th3  would  be 
borne  by  the  assured  as  a  co-insurer. 
For  instance:  Under  these  conditions  a 
$5,000  loss  would  work  out  as  follows : 

The  insurance  carried    $6  000 

Insurance  called  for,   with   the  Co- 
insurance Clause   8,000 

Amount    recoverable    from  the    In- 
surance      Companies— 6|8      of 

$5,000  or    3  750 

the  insurer  having  to  bear  the  $1,250  owing 
to  his  failure  to  comply  with  the  stipula- 
tion of  the  Co-Insurance  Clause. 
Where  such  a  clause  is  in  the  policy,  it  is 
usually  stipulated  that  the   Co-Insurance 
Clause  will  not  be  operative  unless  the  loss 
be  over  a  certain  agreed-on  amount, 
(f).  Any  assignment  of  the  contract  of  insur- 
ance, that  is  of  the  policy  itself,  without 
the  consent  of  the  company,  or  made  with 
such  consent  to  a  party  who  has  not  an 
insurable  interest  in  the  property  insured 
(that  is,  one  who  is  not  an  owner  or  part 
owner  of  the  property  or  one  who  has  not 
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a  mortgage  or  lien  thereon)  would  invali- 
date the  insurance. 

676.  The  assignment  of  the  possible  loss  is  not  an 
assignment  of  the  insurance  contract,  and  does  not 
affect  the  policy,  nor  require,  except  for  the  purpose 
of  preventing  other  assignments,  notice  to,  or  consent 
of,  the  insurance  company. 

677.  However,  in  orde.  to  prevent  mistakes,  the 
rule  of  the  Bank  is  that  such  consent  of  the  insurance 
companies  mast  be  obtained  in  every  case. 

678.  This  a.ssignment  may  be  in  the  form  of  an 
endorsement  on  the  policy,  or  the  use  of  the  common 
phrase  "Loss,  if  any,  payable  to  the  Bank  of 
Toronto,"  or  by  a  separate  agreement  setting  out  the 
assignment. 

679.  Where  the  loss  is  to  be  made  payable  to  the 
Bank,  it  must  be  in  the  words  "Loss,  if  any,  payable 
to  the  Bank  of  Toronto."  Sometimes  the  words  "as 
its  interest  may  appear,"  are  added,  but  from  the 
Bank's  standpoint  these  are  most  objectionable,  and 
where  policies  are  tendered  containing  these  words 
they  must  not  be  taken. 

680.  The  reason  for  the  Rank's  objection  to  the 
phrase  "as  its  interest  may  appear"  is  that,  where 
the  general  clause  instead  of  the  limited  is  used,  and 
the  customer  should  fail  in  consequence  of  a  fire,  the 
Bank  may  be  saved  from  a  loss  if  it  is  in  a  position  to 
collect  the  total  amount  payable  under  all  the  insur- 
ance policies  in  its  hands. 

681.  The  Bank  may  hold  an  assignment  of  any 
possible  loss  as  security  for  all  its  advances,  whether 
specially  secured  by  mortgage  or  lien  on  the  property 
insured  c    not. 
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682.  The  matters  referred  to  in  claascs  a,  b,  c, 
and  f,  must  be  carefully  looked  after,  as  any  irregu- 
larity therein  might  vitiate  the  insurance. 

683.  Where  the  insurance  is  on  a  llutual  Plan, 
it  is  necessary  to  see  that  all  assessments  thereunder 
have  been  paid. 

684.  In  cases  where  the  policy  is  issued  by  a  com- 
pany the  standing  of  which  the  JIanager  is  not  sure 
of,  the  name  of  the  company  should  be  submitted  to 
Head  Office  for  approval. 

685.  At  all  times  it  is  advisable  to  urge  on  cus- 
tomers the  wisdom  of  keeping  their  property  well 
insured,  even  though  the  Bank's  interest  may  not  be 
such  as  to  make  this  matter  of  insurance  of  immediate 
concern  to  it.  Where  the  Bank  is  interested,  ample 
insurance  against  fire  is  one  of  the  conditions  under 
which  the  Bank's  advances  are  given. 

686.  In  connection  with  all  customers'  insurance 
in  which  the  Bank  is  interested,  the  policies  must  be 
carefully  examined  for  clauses  containing  variations 
from  the  statutory  form  of  policy. 

687.  By  law  any  clauses  varying  these  statutory 
terms  must  be  printed  on  the  policy  in  ink  of  a  color 
di'frent  from  that  of  the  body  of  the  policy. 

688.  With  some  policies  these  clauses  are  printed 
in  an  inconspicuous  place,  and,  unless  carefully  looked 
for,  are  apt  to  be  missed. 

689.  The  intention,  of  course,  in  tliese  varying 
clauses,  is  to  reduce  the  amount  of  the  company's 
liability,  and  the  effect  is  that  the  insured  does  not 
get  the  protection  that  he  thinks  he  is  paying  for. 

690.  It  is  essential,  therefore,  that  the  fine  print 
clauses  of  any  policy  be  carefully  read  and  their 
effect  considered. 
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Powers  of  Attorney,  Letters  of  Probate  and 
Administration,  Etc. 

691.  Powers  of  Attorney,  as  far  as  possible,  should 
be  executed  on  the  Bank's  approved  forms.  They 
should  be  numbered  in  the  order  of  their  receipt,  and 
entered  by  the  Manager  or  Accountant  in  the  Regis- 
ter provided  for  the  purpose. 

692.  Tlie  original  of  any  Power  of  Attorney  must 
be  permanently  lodged  with  the  Bank  unless  it  has 
been  filed  in  a  city  or  county  Registry  OfSce,  in 
which  case  a  copy  certified  under  the  hand  and 
official  seal  of  the  Registrar  may  be  accepted. 

693.  When  an  instrument  is  executed  before  a 
Notary  Public  in  the  Province  of  Quebec,  and  the 
original  left  on  record  in  his  office,  a  copy  certified 
by  the  same  Notary  is  in  order.  A  Notary  in  the 
Province  of  Quebec  is  a  public  officer  authorized  to 
act  as  a  depository  for  such  documents,  but  the 
ordinary  certification  of  a  Notarj'  Public  in  the  other 
Provinces  has  no  special  status  before  the  Courts, 
and  no  value  can  be  attached  to  it  as  a  permanent 
record.  A  notarial  copy  of  a  Power  of  Attorney  or 
other  instrument  which  remains  1^  private  hands 
must  not  be  accepted. 

694.  If  ^ny  casos  arise  where  a  strict  adherence  to 
these  rules  would  be  unnecessarily  severe  or  incon- 
venient, they  may  be  referred  to  Head  Office. 

695.  When  a  Power  of  Attorney  is  revoked,  the 
Manager  may,  if  necessary,  acknowledge  receipt  of 
the  revocation,  but  on  no  account  should  a  Power  of 
Attorney  once  lodged  with  the  Bank  ever  pass  out  of 
its  possession.  Immediately  after  receipt,  tht  partic- 
ulars of   the    revocation    should  be    entered  in  the 

Register. 
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G!)6.  A  Power  of  Attorney  is  terminable  by  the 
Following  causes: 

(a)  Revocation   by   tie   principal. 

(b)  Pt'niinciation  by  the  Attorney. 

(c)  r  ,;,dolution  of  a  partnership. 

(d)  Loss   of   civil    rights  or   civil   capacity    (as    inter- 
diction). 

(e)  Death  of  the  principal. 

(f)  Bankruptcy  of  the  principal. 

697.  The  indi.iilual  signature  of  each  partner  of 
a  firm  is  necessary  for  the  effective  execution  of  Pow- 
ers of  Attorney,  bonds  of  guarantee,  endorsements  or 
acceptances  not  made  for  the  benefit  of  the  firm's 
business,  and  all  formal  deeds  and  instruments.  For 
example:  A  note  made  or  endorsed  in  the  firm  name 
by  one  member  of  the  firm  only,  not  for  the  benefit 
of  th^  firm,  but  for  his  own  accommodation,  or  the 
accommodation  of  another  person,  would  be  binding 
upon  that  partner  alone,  and  not  upon  his  firm. 

(598.  A  Power  of  Attorney  must  not  be  witnessed 
by  the  person  in  whose  favor  it  is  drawn. 

699.  Care  should  he  taken  to  procure  properly 
certified  copies  of  the  by-laws  or  resolutions  authoriz- 
ing officials  to  sign  for  incorporated  companies. 

700.  The  particulars  regarding  any  Power  of 
Attorney  or  any  by-law  authorizing  officers  of  incor- 
porated companies  to  sign  for  such  companies,  lodged 
with  the  Bank,  shall  also  be  entered  in  the  Deposit 
Ledger,  stating  date  when  granted,  name  of  person 
authorized  to  sign,  extent  of  the  power  and  limita- 
tions placed  upon  its  use,  if  any.  This  information 
shall  be  entered  at  the  commencement  of  the  account 
in  each  Ledger,  or  at  the  head  of  the  page  covering 
the  date  when  the  documents  are  received  or  changed, 
and  shall  be  checked  by  the  Manager  or  Accountant. 
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This  information  is  to  be  transferred  to  every  new 
page  of  the  account. 

701.  When  an  account  is  operated  under  a  Power 
of  Attorney,  care  must  be  taken  that  the  powers  con- 
ferred are  sufficient,  as  the  attorney  must  be  held 
strictly  to  the  terms  of  the  instrument.  The  use  of 
the  Bank  form  is  desired  where  possible,  but,  so  iong 
as  the  form  used  is  sufficiently  clear,  this  will  not  be 
insisted  on.  If  a  clause  in  the  form  is  not  desired  it 
should  be  ruled  out  before  execution,  and  the  can- 
cellation should  be  initialled  by  the  witness  to  the 
execution  of  the  instrument. 

702.  In  regard  to  all  securities  sucn  as  Guarantees, 
Bonds  of  Indemnity,  Powers  of  Attorney,  and  the 
like,  in  which  the  Bank  is  interested,  and  which 
require  to  be  witnessed,  two  witnesses  to  their  execu- 
tion are  desirable,  in  ease  of  a  possible  dispute  later. 
Where  the  witnesses  are  officers  of  '.he  Bank  tivo  must 
sign. 

MORTOAOES. 
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703.  Mortgage  security  can  be  taken  by  a  Bank 
only  as  additional  collateral  to  a  debt  already  exist- 
ing, the  Bank  Act  prohibiting  the  making  of  advances, 
either  directly  or  indirectly,  against  such  security. 
In  this  connection  it  has  been  held  that  an  under- 
standing at  the  time  the  advance  was  made,  that 
mortgage  security  would  be  given  later,  was  an  eva- 
sion of  the  Act,  and  the  security,  therefore,  void. 

704.  Advances  are  often  asked  for  on  the  security 
of  a  mortgage,  either  direct  to  the  Bank,  or  on  the 
assignment  to  the  Bank  of  a  mortgage  owned  by  the 
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proposed  borrower,  and  in  several  instances  even  the 
local  solicitor  of  the  Bank  has  advised  a  procedure 
which,  in  the  opinion  of  the  highest  legal  authorities, 
was  in  direct  contravention  of  the  Act.  There  have 
also  been  attempts  to  evade  the  Act  by  making  the 
mortgage  payable  to  the  llanager  or  by  assigning  it 
to  him.  A  subterfuge  of  this  kind  wonld  not  stand 
for  a  moment  in  a  Court  of  Law.  nor  would  the  Bank 
be  free  of  the  penalties  prcsriibed  by  the  Act.  It 
cannot,  therefore,  be  too  strongly  emphasized  that  a 
Bank  is  prohibited  from  making  advan  es  on  such 
security. 

705.  When  it  is  considered  advisable  tliat  a  mort- 
gage should  be  given  to  the  Bank  in  order  to  pro- 
vide additional  security,  the  Bank's  form  must  be 
nsed,  as  it  contains  the  clauses  necessary  to  safe- 
guard the  Bank  in  the  operation  of  an  account  after 
such  security  has  been  taken. 

706.  These  forms  will  be  supplied  on  application 
as  follows: 

Ontario  Branches  by  Head  Office. 
Quebec  Branches  by  Jlontreal. 
Manitoba  Branches  by  Winnipeg. 
Alberta  Branches  by  Winnipeg. 
Saskatchewan  Branches  by  Winnipeg. 
British  Columbia  Branches  by  Vancouver. 

707.  Where  a  mortgage  taken  as  security  by  the 
Bank  covers  buildings,  the  insurance  on  the  buildings 
must  be  assigned  to  the  Bank,  and  the  standard  mort- 
gage clause  must  be  attached  to  the  policy. 

708.  The  mortgage  form  will  be  filled  in  liy  the 
local  solicitor,  and  the  Manager  must  see  that  the 
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amount  .ecited  as  the  iudebtedneBB  is  the  total  indebt- 
odness  whether  represented  by  the  customer  s  own 
notes,  paper  under  discount  for  him.  overdraft  or 
otherwise.  If  there  is  an  overdraft,  a  note  tor  the 
amount  ought  to  be  taken  so  that  there  may  be  a 
definite  record  iu  the  Bank  of  the  amount  of  the 
indebtedness  secured  by  the  mortgage. 

709  When  the  customer  hns  ngri-ed  to  give  the 
mortgage,  care  must  be  exercised  to  see  that  the 
mortgage  covers  only  the  indebtedness  actually  exist- 
ing at  the  time  when  the  customer  agrees  to  give  the 
mortgage.  If  there  is  any  contemporaneous  or  prac- 
tically contemporaneous  fresh  advance  to  the  cus- 
tomer it  must  be  kept  entirely  distinct  from  the 
older  indebtedness,  so  that,  in  case  of  contest  as  to 
the  validity  of  the  mortgage,  it  may  be  perfectly  clear 
that  the  mortgage  was  taken  as  security  for  an 
indebtedness  already  existing,  and  not  in  part  for  an 
indebtedness  contracted  upon  the  strength  of  any 
promise  to  give  the  mortgage. 

710  After  the  mortgnge  is  taken,  care  must  be 
exercised  in  the  keeping  of  the  accounts,  so  that  new 
advances  may  not  become  mixed  with  the  indebted- 
ness secured  by  the  mortgage. 

711.  When  a  note  representing  part  of  the  in- 
debtedness secured  by  the  mortgage  is  to  be  renewed 
at  maturity,  it  is  not  to  be  charged  to  the  customer  s 
account  pending  receipt  of  the  renewal  note,  even 
if  the  customer  has  funds  at  his  credit  to  meet  it, 
but  must  be  held  past  due  until  such  renewal  is 
received. 

712.  The  reason  is  that  such  a  disposition  of  the 
note  would  very  likely  be  held  to  constitute  a  pay- 
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incQt  of  ttiBt  particular  note,  and  the  value  of  the 
Bank's  security  would  be  reduced  by  that  amount. 
71;j.  When  u  ManaKci-  isiders  iidclitioiial  sciiir- 
ity  by  way  of  mortgage  advisable,  a  full  explanation, 
together  with  details  of  the  value  of  the  property 
mortgaged  and  prior  encumbrance,  if  any,  must  Ix- 
sent  to  Head  Office  or  the  Western  Superintendent, 
with  a  copy  of  the  mortgage. 

Legal  Proceedings. 

714.  No  suits-at-law  shall  be  entered  in  the  Bank's 
name  for  the  convenience  of  customers  or  others, 
without  the  express  consent  of  Head  Office. 

715.  Law  costs  Hliicli  are  not  incurrii!  on  account 
of  customers,  and  are  not,  therefore,  chargeal)le  to 
them,  are  to  be  charged  to  Expense  account. 

716.  When  suit  ha.s  been  entered  by  a  branch 
against  a  debtor,  advice  must  be  sent  to  Head  Office 
with  details  of  the  circumstances. 


Lien  Notes. 

717.  Lien  Notes  may  only  be  taken  on  collection 
or  as  collateral.  They  must  not  be  discounted.  When 
Lien  Notes  are  accepted  as  collateral  to  an  advance, 
it  is  well  to  remember  that  the  lien  does  not  pass 
by  the  endorsement  of  the  note  by  the  payee,  and 
that  the  hypothecation  must  contain  a  special  clause 
assigning  the  lien  to  the  Bank.  This  is  covered  by 
the  regular  Bank  form. 
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718.  In  this  connection  it  is  well  to  remember  that 
if  the  security  afforded  hy  the  lien  is  to  he  preserved 
cither  to  the  Hnnk  or  to  the  payee  of  the  note,  the 
original  lien,  whether  it  is  embodied  in  a  note  or  on 
a  separate  document,  must  not  be  surrendered  so 
long  as  Bn>  ''alance  of  the  note  for  which  it  was  given 
remains  in       d. 

719.  In  some  cases  where  nn  extension  of  the  time 
of  payment  has  been  given,  a  renewal  for  the  balance 
unpaid  has  been  taken,  and  a  lien,  similar  in  form  to 
that  given  originally,  taken,  and  tlie  original  note  and 
lien  given  up.  This  operates  as  a  discharge  of  the 
lien  as  the  lien  is  not  renewable,  and,  consequently, 
the  security  afforded  by  it  is  lost. 

720.  Where  an  extension  is  given  it  is  best  to 
hold  the  original  '.ien  Note  past  due,  endorsing  on  it 
any  payments  made  thereon. 

721.  If.  however,  a  renewal  note  is  taken,  the 
original  lien,  whether  in  th<>  shape  of  a  separate  order 
or  embodied  in  a  note,  must  be  retained  and  attached 
to  the  renewal. 

722.  In  ail  dealings  with  Lien  Notes  it  must  be 
borne  in  mind  that  the  maker  has  a  right  of  set-off  for 
anv  leRitimate  claim  against  the  vendor,  and  third 
parties  must  always  he  prepared  for  something  of 
this  kind. 

Time  CHEguES. 

723.  Time  Cheques  are  not  negotiable  documents. 
They  are  not  promises  to  pay,  but  are  merely  certifi- 
cates, signed  usually  by  a  foreman  or  time-keeper,  to 
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tho  effect  that  the  men  in  whose  fnvor  the>  have  been 
iiwueii,  )mve  worked  ii  .•ertain  mmihcr  of  days  at  a 
spceiHed  wage,  and  that  this  will  he  aeeounted  for  to 
them  the  following  pay-day. 

724.  If.  however,  a  ereditor  of  the  workmen  were 
to  (tarnishee  the  waffes  due,  it  «(>iild,  we  are  afraid, 
eome  hefore  the  time  eheipie,  unless  the  time  cheque 
had  heen  rcKularly  accepted  l)y  the  contractor  prior 
to  the  service  on  him  of  the  garnishee. 

"2.">.  A  lalK)rer  hu.s  a  lien  iiKainst  the  work  until 
his  wanes  arc  paid,  and,  in  his  own  hands,  this  lien 
miRht  he  enforce.1,  hut,  while  this  lien  may  be  trans- 
ferred to  another,  it  docs  not  pass  by  the  mere  en- 
dorsement of  the  time  cheque,  so  that  anyone  faking 
a  time  cheque  does  so  at  his  own  risk.  In  fact,  if  a 
bank  were  to  nesotiate  a  time  chc(iue  for  a  customer 
and  it  were  not  paid  nt  maturity,  it  is  doubtful  whe- 
ther, in  the  absence  of  specific  authority  from  the 
customer,  the  bank  would  be  entitled  to  charge  the 
customer's  account  with  the  dishonored  time  cheque. 

72«.  For  our  protection,  therefore,  the  following 
form  must  be  executed  by  any  customer  seeking  an 
advance  against  time  cheques : 

Bank  of  Toronto. 

^^  Dear  .Sirs,— „,i^    hereby  request  you  to  receive  from 
om  time  to  time,  time  cheques  issued  or  to  be 


issued  by 


in  favor  of  workmen.     It  is 


understood  that  you  will  receive  these  merely  for  col- 
lection, and  that  in  case  on  demand  the  money  set 
forth  on  such  time  jheques  as  pa.vable  be  not  paid  to 
you  then  J^  undertake  forthwith  to  pay  you  any 
103 


fl 


i! 


THE  BANK  OF  TORONTO 

moneys  you  may  have  advanced  on  the  same,  and 
authorize  you  to  charge  the  same  to  Sf,  account. 


n 


Dated: 
Witness: 

727.  In  no  case  is  a  time  clieque  to  be  negotiated 
for  anyone  who  will  not  be  able  to  retire  it  promptly 
in  case  it  is  not  paid  at  maturity. 

728.  If  a  contractor  wishe-.  to  have  his  time 
cheques  paid  on  presentation,  it  is  quite  easy  for  him 
to  give  the  proper  written  authority  and  make  the 
necessarv  arrangements  to  provide  for  them.  As  a 
rule,  with  the  larger  contracting  firms,  this  is  done, 
only  those  whose  working  capital  is  very  limited  seek- 
ing to  finance  by  paying  their  men  in  time  cheques 
which  can  be  realized  on  only  at  a  heavy  discount. 

Sterling  Ba,Ls. 

729.  Every  sterling  bill  with  documents  i)ur- 
chased,  is  to  be  accompanied  by  the  Bank's  regular 
letter  of  hypothecation.  If  the  goods  are  insured  on 
th:.-,  oide  the  insurance  receipt  should  be  attached. 
If  insured  on  the  other  side  the  fact  should  be  stated 
in  the  letter  of  hypothecation,  so  as  to  leave  no  room 
for  misunderstanding. 

730.  AVhen  purchasing  documentary  sterling  bills, 
officers  must  exercise  every  possible  care  to  see  that 
hills  and  documents  are  in  perfect  order.  Any 
irregularity  involves  risk,  and  imposes  extra  trouble 
on  the  Bank's  London  Correspondents. 
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731.  A  sterling  bill  payable  to  a  woman  must  be 
endorsed  by  her  christian  name.  The  prefix  "Hiss" 
or  "Mrs."  must  not  be  used,  as,  if  used,  it  is  con- 
sidered an  irregular  endorsement  in  Grer.t  Britain. 
For  instance:  A  sterling  bill  payable  to  Mrs.  Wm. 
Jones  must  be  endorsed  "Elizabeth  Jones"  (or  what- 
ever her  christian  name  may  he),  and  not  "  Jlrs.  Wil- 
liam Jones."  According  to  the  rule  there  the  prefix 
"Jliss"  or  "Mrs."  is  merely  descriptive. 

732.  If  any  endorsement  is  nmde  by  stamped 
signature  it  must  be  guaranteed  in  the  usual  form 
over  the  Manager's  signature. 

733.  Sterling  bills  returned  unaccepted  or  unpaid 
must  be  placed  in  Notes  Protested  Account  if  not 
taken  up  at  once  by  the  customer. 

734.  In  connection  with  sterling  bills  it  must  be 
remembered  that  in  some  countries  (Great  Britain 
and  Ireland,  for  example)  bills  protested  for  non- 
acceptance  are  held  and  subsequently  protested  for 
non-payment  unless  instructions  are  given  to  the 
contrary. 

Guarantees. 

735.  Wlien  a  guarantee  is  to  be  taken  it  must  be 
on  the  Bank's  form,  no  other  being  acceptable  unless 
first  submitted  to  Head  Office. 

736.  Where  any  of  the  guarantors  are  domiciled 
in  a  foreign  country  or  in  a  Province  other  than  that 
in  which  the  guarantee  is  to  operate,  the  following 
ulause,  relative  to  the  laws  under  which  the  guarantee 
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is  to  be  construed,  must  be  inserted  at  the  close  of 

the  ordinary  form : 

-This  contract  shall  be  deemed  to  be  executed  in  and 
shall  be   construed    according   to   the   laws  of  the 

Province  of  ',  and  in  any  action  thereon 

we  shall  be  estopped  from  denying  the  same. 

737  Where  tlie  guarnntoe  is  to  be  limited  in 
amount,  in  the  blank  space  following  the  words  "in 
respect  of  such  advances,"  the  amount  to  which  the 
guarantee  is  limited  will  be  shown  as  follows:  "pro- 
vided that  no  sum  in  excess  of dollars  shall  be 

recoverable  from  "J  hereunder,"  and  in  the  blank 
space  following  the  words  "be  a  continuing  guaran- 
tee" as  follows,  "to  the  extent  of dollars." 

738.  Where  the  parties  to  the  guarantee  insist  on 
dividing  up  the  amount  of  the  guarantee  among  them- 
selves, so  that  the  liability  of  each  is  limited,  this 
can  be  expressed  as  follows  in  the  blank  following 
the  words  "incurred  in  respect  of  such  advance: 
"But  no  one  of  us  is  to  be  called  upon  to  pay  an 
amount  exceeding  the  amount  hereunto  set  opposite 
his  name,"  and  in  the  blank  space  following  the 
words  "be  a  continuing  guarantee"  as  follows  "of 
the  total  indebtedness  of  the  said  company  as  afore- 
said. " 

739.  In  these  cases  each  guarantor  will  write  in 
full  the  amount  for  which  he  agrees  to  become  liable 
opposite  to  his  name  when  he  executes  the  guarantee. 

740.  As  it  is  desirable  from  the  standpoint  of  the 
Bank  that  the  guarantees  taken  by  it  should  be  .ioint 
and  several,  where  there  is  more  than  one  guarantor, 
these  limited  forms  are  for  use  only  in  special  cases, 
and  after  the  consent  of  Head  Office  has  been  obtained. 
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741.  While  the  forms  contain  an  agreement  on 
the  part  of  the  guarantor  to  continue  liable,  notwith- 
standing any  changes  in  the  name  or  personnel  of  the 
firm.  Managers  ought  not  to  rely  upon  this,  but  as 
soon  as  there  is  any  change  either  by  the  death  or 
retirement  or  addition  of  persons,  or  by  any  change 
of  name,  ought  to  take  new  guarantees  reciting  the 
composition  and  name  of  the  firm  at  the  time  when 
such  guarantees  are  taken.  Of  course,  the  old  guaran- 
tees ought  not  to  be  gi ,  n  up  but  lield  as  security  for 
the  liability  of  the  firm  before  the  change. 

742.  Where  the  guarantee  of  a  limited  company 
is  offered  as  security  it  is  well  to  remember  that  unless 
the  Company's  Articles  and  By-laws  give  the  neces- 
sary authority,  a  guarantee  executed  on  behalf  of  the 
company  would  not  be  valid. 

743.  Seals  must  always  be  affi.xed  to  the  guarantees 
at  the  time  of  execution. 

744.  It  must  be  umlerstooil  that  if  at  any  time  a 
guarantor  notifies  the  Bank  of  the  cancellation  of  a 
letter  of  guarantee,  or  if  for  any  reason  a  guarantee 
should  become  inoperative,  the  document  must,  on  no 
account,  be  given  up.  The  security  belongs  to  the 
Bank  absolutely. 

745.  Wlien  the  guarantee  of  a  firm  is  taken  it 
should  be  executed  by  each  member  of  the  firm  on 
behalf  of  the  firm. 
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SECTION    Vill. 

BUSINESS  WITH  MUNICIPALITIES  AND 
SCHOOL  BOARDS  (ONTAKIO) 

801.  Section  2?5  of  the  Ontario  Statutes  of  1913 
enacts  that  the  Treasurer  shall  open  an  account  in 
the  name  of  the  corporation  in  one  of  the  chartered 
banks  of  Canada,  or  at  such  other  place  of  deposit  as 
may  be  approved  of  by  the  Council,  and  shall  deposit 
to  the  credit  of  such  account  all  money  received  by 
him  on  account  of  the  corporation,  and  he  shall  keep 
the  money  of  the  corporation  entirely  separate  from 
his  own  money. 

Section  224  also  declares  that  the  Treasurer  shall 
receive  and  safely  keep  all  money  of  the  corporation 
and  shall  pay  out  the  same  to  such  persons  and  in 
such  manner  as  the  laws  of  Ontario  and  the  By-laws 
or  resolutions  of  the  Council  direct. 

The  Act  does  not  directly  state  that. cheques 
against  the  corporation  account  shall  be  signed  by  the 
head  or  acting  head  of  the  municipality  as  well  as 
by  the  Treasurer,  but  we  consider  this  advisabl  .  In 
the  case  of  some  country  municipalities  where  the 
Treasurer  resides  some  distance  from  the  other 
officers,  however,  the  Council  sometimes  passes  a  By- 
law authorizing  the  Treasurer  to  sign  these  cheques 
alone,  and  if  this  authority  is  sufficiently  specific  we 
are  advised  that  this  would  be  within  the  Act.  Where 
it  is  only  to  withdraw  a  credit  balance  and  the  Coun- 
cil's authority  is  obtained,  the  Treasurer's  signature 
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may  be  accepted.  Where,  however,  these  cheques 
would  create  a  debt— such  as  an  overdraft— the 
signature  of  the  head  or  acting  head  in  addition  to 
that  of  the  Treasurer  must  be  insisted  on. 

In  this  connection  it  must  be  remembered  that  no 
municipality  i.s  responsible  for  a  loan  to  the  Treasurer 
or  to  the  Head  and  Treasurer  whether  by  way  of 
overdraft  or  on  promissory  notes  unless  such  loan  is 
authorized  by  by-law. 

MuMLipAL  Loans  fob  Ordinary  Expenditures. 

802.  The  only  loans  dealt  with  here  are  those  for 
ordinary  current  expenditure,  and  tliese  borrowings 
are  governed  by  Section  819  of  the  Jlunicipal  Act  of 
1913,  Chap.  43,  3-4  George  V..  and  loans  to  be  legal 
obligations  of  the  municipality  must  be  strictly  in 
accordance  therewith. 

The  Section  is  as  follows: — 
1.  The  CouncU  may  either  before  or  after  the 
passing  of  the  By-law  for  imposing  the  rates 
for  the  current  year,  authorize  the  head  and 
Treasurer  to  borrow  on  .such  security,  if  any, 
as  the  By-law  may  authorize,  such  sums  as 
the  Council  may  deem  necessary  to  meet  the 
current  ordinary  expenditure  of  the  corpor- 
ation and  the  sums  renuired  to  be  raised  in 
the  current  year  for  High  id  Public  School 
purposes,  until  the  taxes  are  collected. 
2.  The  amount  so  borrowed  and  outstanding 
shall  not  at  any  time  exceed  in  the  case  of  a 
county  the  amount  required  to  be  provided 
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for  by  the  county  rate  for  the  current  year, 
and  in  the  case  of  a  local  municipality  the 
following  percentages  of  its  ordinary  expendi- 
ture for  the  next  preceding  year  together 
with  the  amount  required  to  be  raised  for 
High  and  Public  School  purposes  for  the 
current  year: 

(a)  In  the  case  of  a  town,  village  or  town- 
ship, any  part  of  which  is  situate  within  two 
miles  of  a  city  having  a  population  of  not 
less   than   100,000—80%; 

(b)  In  the  ease  of  a  city  and  of  any  other 
town,  village  or  township — ^0%. 

The  municipal  year  ends  on  the  31st  December 
every  year,  and  where  a  loan  or  general  account  runs 
over  the  year  it  must  be  kept  separate  in  the  account 
until  it  runs  off  cither  by  the  collection  of  the  unpaid 
taxes  of  that  year  or  by  the  new  Council  providing 
for  it  in  the  cstinuites. 

The  By-law  as  prepared  by  our  solicitors  con- 
templates advances  by  note  only,  and  where  the  bor- 
rowing is  to  be  by  way  of  overdraft  Head  Office 
should  be  consulted  as  to  the  form  of  By-law. 

From  tlie  Bank's  standpoint  the  overdraft  sys- 
tem is  objectionable  for  various  reasons,  the  princi- 
pal of  these  being  that  there  is  not  the  same  profit  in 
it  for  the  Bank,  and  also  that  the  evidence  of  the 
debt  is  not  so  clear.  A  note  under  the  seal  of  the 
municipality  speaks  for  itself,  while  in  the  case  of  an 
overdraft  one  must  depend  upon  the  confirmation  of 
the  debit  balance  at  the  end  of  every  month  when 
the  cheques  have  been  surrendered. 
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803.  The  Act  governing  Public  Schools  is  Chap- 
ter 266  Revised  Statutes  of  Ontario  1914. 

Section  47  declares  that  the  Council  of  every  local 
municipality  shall  levy  and  collect  such  sums  as  may 
be  reciuired  by  the  Boar.l  for  school  purposes,  and 
shall  pay  the  same  to  the  Treasurer  of  the  Board  from 
time  to  time  as  may  be  required  by  the  Board.  It 
will  thus  be  seer  that  there  is  really  no  necessity  for 
School  Trustees  to  borrow. 

However,  rural  School  Boards  have  the  power  to 
borrow  for  the  payment  of  secretaries'  and  teachers- 
salaries  under  Section  7,3  subsection  P.,  which  author- 
izes  them,  "if  necessary,  to  borrow  on  the  promis- 
sory note  of  the  Board  under  its  corporate  seal  at 
.nterest  not  exceeding  6  per  cent,  per  annum,  such 
moneys  as  may  be  required  for  that  purpose  until 
the  taxes  imposed  therefor  are  collected." 

Section  49  sub-section  1  provides  that  the  Trus- 
tees of  every  rural  school  section  shall  be  a  corpora- 
tion by  the  name  of  "The  Public  School  Board  of 

Section  No.  of  the  Township  of  - .  jn 

the  County  of ."  (inserting  the  number  of 

section  and  the  names  of  the  township  and  county). 

Sub-section  2  provides  tliat  there  shall  be  three 
Trustees. 

Should  a  loan  be  desired  by  a  rural  S 'hool  Board 
a  by-law  authorizing  it  is  necessary,  and  a  copy 
thereof  under  the  seal  of  the  Board  must  be  lod-ed 
with  the  Bank. 
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The  note  must  be  signed  ' '  The  Public  School  Board 

of  Section  No.  of  the  Township  of  

in  the  County  of  ,"  and  must  bear  the 

signatures  of  the  Chairman  and  Secretary  of  the 
Board,  as  well  as  the  Seal  of  the  Board. 

It  is  better  to  have  all  the  Trustees  sign  the  note, 
if  possible,  but  this  need  not  be  insisted  on. 

Section  77  of  the  Act  provides  that  the  Treasurer 
(or  Secretary-Treasurer)  of  the  Board  shall  receive 
all  school  moneys.  The  money  advanced  must,  there- 
fore, he  paid  to  him. 

The  By-law  authorizing  the  loan  should  be  in  the 
following  form: 

"Moved  by  Mr.  


'Seconded  by  Mr. 


"Whereas  this  Board  is  under  obligation  to  provide 
for  the  payment  of  teachers'  salaries  quarterly,  and 
wherea-s   the   amount   required    for   the   payment   of 

salaries  for  the  quarter  ending  on  the  day 

of ,  191 — -,  is  $ ■  and  it  is  necessary 

to  borrow  money  to  meet  the  payments  of  the  said 
salaries  until  the  taxes  imposed  therefor  are  collected. 

"Be  It  Enacted  A  By-law  of  The  Public   School 

Board  of  Section  No. of  the  Township  of 

i--  the  County  of as  follows : 

"The  Trustees  shall  borrow  from  the  Bank  of 
Toronto  on  their  promissory  note,  which  shall  be 
sealed  with  the  Seal  of  the  Board,  such  moneys  as 
may  be  required  to  meet  the  said  payment. 

"The  said  note  shall  bear  and  shall  be  expressed  to 
bear  interest  at  the  rate  of  six  per  centum  per  annum, 
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and  shall  be  signed  by  the  Secretary  iiml  Chairman 
of  the  Board,  and  shall  be  a  legal  obligation  of  the 
Board. — Carried. ' ' 


Separate  Schools. 

804.  The  Act  relatinji  to  Separate  Schools  is 
Chapter  270  of  the  Revised  Statutes  of  Ontario 
1914. 

Section  21  declares  that  the  Trustees  of  Separate 
Schools  for  Roman  Catholics  shall  be  a  body  corpor- 
ate under  the  name,  in  the  ease  of  a  eity,  town  or 
village,  of  "The  Board  of  Trustees  of  tlie  Roman 
Catholic  Separate  School   for  the  City   (or  town  or 

village)   of ;"  and  in   the"  ca.se  of   runil 

Boards  of  -'The  Board  of  Trustees  of  the  Roman 
Catholic  Separate  School  for  the  City  (or  town  or 
village)   of  in  the  Township  of  _." 

See, ion  75  declares  that  "the  Board  of  a  Separate 
School  may  pass  by-laws  for  borrowing  money  for 
school  purposes  and  for  making  mortgages  and  "other 
instruments  for  the  security  and  payment  thereof  or 
of  money  payable  or  to  be  paid  for  school  sites, 
school  buildings  or  additions  thereto  or  the  repairs 
thereof  upon  the  school  house  property  and  premises 
or  any  other  real  or  personal  .property  vested  in  the 
Board  or  upon  the  Separate  School  rates." 

The  mortgages  and  other  instrumonts  which  the 
Trustees  have  power  to  make  may  be  made  in  the 
form  of  debentures,  and  the  debentures  £-e  made  a 
charge  on  the  property  and  rates  as  in  the  case  of 
mortgages  thereof.  Provisions  are  made  with  respect 
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to  the  issue  of  the  debentures— how  they  should  be 
made  payable,  etc. 

Bearing  in  mind  the  definition  of  the  word 
"Separate  School,"  it  follows  that  under  Section  73 
the  Board  of  any  Separate  School,  whether  rural  or 
urban,  has  power  to  borrow  money  for  school  pur- 
poses. Special  power  is  conferred  upon  the  Trus- 
tees of  the  rural  Separate  Schools  to  borrow  money 
for  the  payment  of  teachers'  saliries  pending  the 
collection  of  the  taxes  imposed  therefor. 

Sub-section  "U"  of  Section  45  is  in  this  respect 
similar  to  sub-section  "P"  of  Section  73  of  the  Public 
Schools  Act,  and  if  an  application  be  made  for  money 
to  pay  teachers'  salaries  the  form  of  resolution  there- 
for applicable  under  tlie  Public  Scliools  Act  might  be 
made  use  of.  The  very  wide  powers  contained  in 
Section  75,  however,  would  no  doubt  include  the 
power  to  borrow  for  teachers'  salaries. 

As  applications  for  loans  l)y  Separate  School 
Trustees  on  the  security  of  debentures  are  not  numer- 
ous, no  form  of  by-law  for  this  purpose  is  provided. 
Formalities  to  be  observed  are  somewhat  special,  and 
each  case  is  to  be  referred  to  Head  Office  at  the  time. 
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It  sometimes  happens  in  the  case  of  rural  School 
Boards  both  Public  and  Separate  that  there  is  diffi- 
culty in  having  the  proper  formalities  arranged  as  to 
by-laws,  etc.  lu  such  a  c  ~e  it  is  much  better  to  make 
the  loan  to  the  trustees  as  individuals,  assuming,  of 
course,  that  they  are  good  for  the  amount  involved, 
rather  than  attempt  to  have  errors  in  the  by-law  or 
resolution  corrected. 
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Alberta,  .Manitoba  and  Saskatchewan. 

80.j.  OwiDK  to  frc(|ucnt  cIiiiukps  in  the  leKisliition 
of  these  provinc-es  iiffectiuif  the  Iioitoh  iiic  poweiN  of 
municipalitie.s  and  scliools,  it  has  not  lieen  eonsidered 
advi8al)le  to  formulate  speeifie  ndes  in  this  hook. 
Branehes  in  the  three  provinces  referred  to  will 
receive  instructions  from  Winnipes;  from  time  to 
time  eoverinK  business  of  this  nature. 


Hritisii  Colimbia, 

806.  The  only  loans  dealt  ivith  here  are  those  for 
ordinary  current  expenditure,  and  tor  all  municipal- 
ities outside  of  the  Cities  of  V^aneouver,  Victoria  and 
New  Westminster,  which  liave  special  charters,  the 
borrowings  for  current  expenditure  are  froverned  by 
Section  l:i4  of  the  Consoliilated  Municipal  Act  of 
1914,  and  loans  to  be  le^al  obligations  of  the  nuinici- 
pality  must  be  strictly  in  accordance  therewith.  The 
Section  is  as  follows: 

"The  Council  of  every  municipality  may  from 
time  to  time  pass  by-laws  for  authorizing  the  borrow- 
ing from  any  person  (this  includes  a  chartered  Rank 
or  Corporation)  of  such  sum  of  money,  not  exceeding 
an  amount  equal  to  the  total  amount  of  taxes  upon 
land  or  real  property,  as  shown  by  the  revised  asse.s.s- 
ment  roll  of  the  municipality  and  school  district  for 
the  preceding  year,  and  bearing  such  rate  of  interest 
as  may  be  agreed  upon  and  as  may  be  requisite  to 
meet  the  current  lawful  expenditure  of  the  corpora- 
tion ivhich  becomes  payable  out  of  the  annual  revenue 
before  the  first  day  of  December,  under  the  following 
conditions : 
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(a)  That    the    money    so    borrowed  shall  be 

repayable  iinil  repaid  on  or  before  the 
thirty-first  day  of  December  in  the  -alen- 
dar  year  in  which  it  is  so  borrowed; 

(b)  That  it  shall  be  a  liability  payable  out  of 

the  municipal  revenue  for  the  then  cur- 
rent year; 

(c)  That   the  obliRation   Riven   to   the   lender 

shall  be  in  writing  siijncd  by  the  Mayor 
or  Reeve,  and  the  finance  committee  (if 
any)  and  the  cleric  of  the  corporation, 
and  shall  liear  the  corporate  seal ; 

(d)  That  the  Council  shall  in  the  by-law  have 

named   the   amount  to   be   so   borrowed, 
the  maximum   rate  of  interest,  the  date 
on   or    before    which    the  principal  and 
interest  shall  be  payable,  and  the  form  of 
the  obligation  to  be  (fiven  as  an  acknow- 
ledgment of  the  liability. 
"W.iere  any  sum  of  money  has  been  borrowed  by 
any  municipality  in  any  year  to  an  amount  not  exceed- 
ing the  amount  by  this  section  authorized,  under  a 
by-law  passed  in  pursuance  of  the  power  hereby  cor 
ferred,  and  it  has  been  found  impossible  to  pay  the 
liability  so  created  out  of  the  municipal  revenue  for 
the  then  current  year,  owing  to  the  non-payment  of 
the  taxes  for  such  year,  it  shall  be  lawful  for  the 
Council    of  such    municipality  for    any    subsequent 
year,  by  resolution,  to  arrange  with  the  lender  for 
the  postponement  of  the  payment  of   such   sum    of 
money  or  any  portion  thereof  for  such  period  as  may 
be  a«reed  upon,  at  a  rate  of  interest  not  greater  than 
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that  at  which  the  same  was  liorrowi'd,  payalile  at  such 
times  as  may  be  agreed  upon ;  and  every  such  lial)il- 
ity,  notwithstanding  the  non-payment  thereof  within 
the  then  current  year,  shall  be,  together  with  inter- 
est thereon  at  the  said  rate,  or  such  li'sser  rati'  (if 
any)  as  may  have  been  agreed  upon,  a  valid  liability 
of  the  municipality,  payable  in  like  manner  as  any 
other  liability  thereof;  and  the  power  conferred  by 
this  section  iiuiy  be  exercised  in  any  subsequent  year 
or  years,  notwithstanding  the  non-payment  of  any 
such  liability  ns  aforesaid  in  any  previous  year  or 
years:  Provided  always  that  any  municipality  owing 
any  sum  of  money  on  account  of  any  such  liability 
or  liabilities  as  aforesaid  incurred  in  any  previous 
year  or  years  shall  not  have  power  under  this  section 
to  borrow  in  any  year  any  larger  sum  of  money  than 
such  nmount  as  will,  together  with  the  amount  so 
owing  and  interest  thereon,  amount  to  the  sum 
hereby  limited. 

"In  the  ease  of  a  new  municipality  having  no 
revised  assessment  roll  for  the  preceding  year,  the 
current  year's  assessment  roll  for  the  said  municipal- 
ity may  be  taken.  R.S.  1911,  c.  170,  s.  163;  1912, 
c.  25,  s.  32." 

830.  Loans  on  the  security  of  Debentures  or  for 
any  purpose  other  than  anticipating  current  revenue 
will  be  specially  dealt  with  through  Vancouver  office. 
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SECTION    fX. 

ADVANCES  UNDER  SECTION  88  AND  AGAINST 
WAREHOUSE  RECEIPTS. 

SECTION  88. 

901.  It  ciinnot  be  too  clearly  impressed  on  Man- 
agers that  advances  under  this  Section  are  not  in- 
tended I'or  men  in  a  sm  ill  way  of  business,  even  if  it 
were  possible  to  consider  them  wholesalers. 

For  small  men,  the  proper  security  is  a  Rood 
endorser  or  a  guarantor.  The  reason  is,  that,  if  the 
security  under  Section  88  is  to  be  worth  the  paper 
it  is  written  on.  it  must  be  taken  strictly  in  accord- 
ance with  the  rules  laid  down  for  the  operation  of 
accounts  under  this  Section.  This  entails  a  great 
deal  of  detail  which  must  be  carefully  checked  to 
make  sure  of  its  correctness,  and,  with  small  advances, 
the  work  involved  is  out  of  all  proportion  to  the 
amount  of  profit  to  be  derived  from  the  transaction. 

902.  Loans  under  Section  88  are  limited  to: 

(1)  Any  wholesale  purchaser  or  shipper  of  or 
dealer  in  products  of  agriculture,  the  forest,  quarry 
and  mine,  or  the  sea,  lakes  and  rivers,  or  to  any  whole- 
sale purchaser  or  shipper  of  or  dealer  in  live  stock 
or  dead  stock  and  the  products  thereof,  upon  the 
security  of  the  same,  and 

(2)  To  farmers  upon  the  security  of  their  threshed 
grain  grown  upon  the  farm. 
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(3)  To  any  wholesale  iiianufat ' •.a.;.-  ■..!  yooHs 
upon  the  security  of  the  goods  actuall  niinufai-urf  . 
by  him  or  procured  for  sueh   manu   unro. 

(4)  The  clause  in  the  Section  authorizing  iuiir;-.  to 
farmers  on  the  security  of  their  threshed  grain  is 
an  experiment  and  may  or  may  not  prove  satisfac- 
tory. Later  on  tlie  rules  are  given  under  which  the 
advances  are  to  operate  in  case  it  is  found  advisable 
to  take  such  security  for  an  advance  to  a  farmer. 
When  it  is  taken  it  must  not  be  relied  on  as  furnishing 
any  protection  whatever,  hut  is  to  be  taken  merely 
for  what  it  may  be  worth. 

(o)  The  Bank  may  not  lend  to  a  manufacturer 
upon  the  security  of  any  goods  procured  by  him  to  be 
sold  in  substantially  the  same  condition  in  which 
they  were  received. 

(6)  Security  under  the  Section  can  only  be 
acfiuired  at  the  time  of  the  contraction  of  such  debt 
or  liability,  or  if  the  Hank  at  the  time  of  such  con- 
traction holds  or  ol)tains  a  written  promise  that  the 
security  will  l)e  given. 

(7)  No  definition  of  the  term  "wholesale  manu- 
facturer, purchaser,  shipper  or  dealer"  is  given  in 
the  Act— in  fact  it  would  hardly  he  possible  to  define 
the  term— but  no  difficulty  is  likely  to  arise  in  the 
ma.jority  of  cases  as  the  dividing  line  will  be  found 
tolerably  clear. 

(8)  If  there  should  be  any  doubt,  however,  the 
same  rule  is  to  be  followed  here  as  in  other  cases,— 
the  Bank  is  to  be  given  the  benefit  of  the  doubt. 

(9)  Losses  are  frequently  made  by  Bankers  in 
connection  with  loans  under  this  Section  for  the  rea- 
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son  that  carelessness  in  the  details  in  taking  the 
security  has  voided  it.  Security  under  the  Act  gives 
the  Bank  preference  over  the  unpaid  Vendor,  and, 
in  the  event  of  the  failure  of  the  customer,  this  pre- 
ference is  almost  invariably  attacked.  If  any  flaws 
exist  in  the  security,  the  Bank  has  practically  no 
defence.  Where  this  security  is  taken,  therefore,  it 
is  essential  that  the  procedure  be  strictly  in  accord- 
ance with  the  legal  requirements  if  the  security  is  to 
be  relied  upon.  For  this  purpose  it  has  been  con- 
.sidcred  advisable  to  draw  up  a  set  of  rules  for  the 
guidance  of  Jlanagers  when  dealing  with  advances 
under  this  Section. 

(10)  These  rules  have  been  adopted,  under  the 
advice  of  our  solicitors,  as  the  simplest  and  most 
satisfactory  method  of  preserving  to  the  Ban'-  at  all 
times  the  security  which  the  Act  eontemplate-s. 

(11)  For  the  legal  reasons  for  these  Rules  a  care- 
ful perusal  is  recommended  of  the  Act  itself,  Jlac- 
laren's  "Banks  and  Banking,"  "Canadian  Banking 
Practice,"  and  particularly  an  article  by  Mr.  Z.  A. 
Lash,  in  Vol.  2,  page  54,  of  the  Journal  of  the  Can- 
adian Bankers'  Association  with  which  all  Managers 
should  familiarize  themselves. 

(12)  Information  on  any  point  which  is  not  clear 
to  a  Manager  is  always  obtainable  by  correspondence 
with  Head  Office. 

(13)  As  it  sometimes  happens,  in  spite  of  pre- 
cautions, that  errors  are  made  in  these  securities,  it 
cannot  be  too  clearly  impressed  on  the  Manager  that, 
as  soon  as  one  is  noticed.  Head  Office  is  to  be  given 
full  particulars  so  that  the  necessary  steps  can  be 
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taken  ,0  remedy  matters  before  it  is  too  late.     In  this 

way  a  possible  loss  may  be  avoided. 

(14)  In  ease  at  any  time  the  affairs  of  a  customer 
.seem  to  be  in  an  unsatisfaotory  condition,  all  secur- 
ities held  by  the  Hank  should  lie  gone  over  and  closely 
scrutinized,  and,  if  it  se..nis  that  the  Bank's  position 
could  be  improved  by  the  execution  of  documents  to 
remedy  any  apparent  defect.s  in  tlie  e.vistin"  seen.- 
ities,  or  by  tlie  takin-  of  additional  seeuritv  b/ivav  of 
mortgage  on  the  customer's  real  estate,  or  an  assign- 
ment of  Iwok  debts,  etc.,  this  ought  to  be  done 
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903.  When  a  credit  under  this  Section  is  applied 
for  a  formal  application  on  Form  114  and  agreement 
on  Form  102  are  to  be  taken  from  the  customer. 
Advances  under  the  credit  will  not  be  made  until  it 
has  been  formally  advised  from  Head  Office. 

In  the  application  the  description  of  the  goods  to 
be  pledged  and  the  places  where  thev  are  located 
must  be  set  forth  accurately,  the  rule  being  that  the 
description  shall  be  such  that  anyone  not  familiar  with 
either  the  goods  or  the  location  of  them  will  be  abl" 
from  the  information  there  given  to  find  the  place 
and  identify  the  goods  covered  by  the  pledge. 

The  date  of  the  application  on  Form  114  mu.st 
not  be  later  than  the  date  of  the  first  advance  under 
the  credit,  and  the  application  must  not  be  antedated. 
In  the  event  of  the  customer  furnishing  n  guar- 
antor or  an  endorser,  in  addition  to  giving  security 
by  pledge  under  Section  88,  it  is  essential  that  the 
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formal  consent  of  such  guarantor  or  endorser  he 
obiainod.  This  is  provided  for  in  our  new  guarantee 
forms  but  when  tlicse  are  not  in  use  Form  110  must 
be  executed 

This  consent  on  the  part  of  the  endorser  or  guar- 
antor permits  tlie  Banlc  to  deal  promptl/  with  the 
security  in  case  of  necessity  without  affecting  the 
liability  of  the  enilurser  or  guarantor,  and  one  such 
consent  is  sufficient  during  the  currency  of  the  credit. 
When  the  first  rdvanee  under  the  credit  is  made, 
there  is  to  be  taken  with  the  promissory  note  and 
promise  on  Form  1(16  an  assignment  or  pledge  on 
Form  101,  entering  thereo.i  the  particulars  of  the 
note,  but  r'.iling  out  in  the  pledge  the  words  in  the 
tliird  paragraph  in  brackets  "except  previous  assign- 
ments to  the  said  Bank." 

All  othrr  advances  under  the  credit  ire  to  be 
made  in  the  same  manner  except  that  the  form  of 
pledge  No.  lUl  will  necessarily  contain  the  words 
"except  previous  assignments  to  the  said  Bank"  in 
the  third  paragraph.  On  the  pledge,  however,  will 
be  listed  only  the  note  attached  to  it. 

The  proceeds  of  the  sale  of  goods  covered  by  a 
pledge  under  this  Section  are  not  applicable  to  any 
purpose  but  the  reduction  of  the  advance  for  which 
the  goods  are  pledged,  and  for  this  reason  it  is  essen- 
tial that  a  separate  account  be  opened  in  the  Deposit 
Ledger  known  as  the  Sales  Account  of  the  customei 
and  to  this  account  all  moneys,  either  cash  or  pro- 
ceeds of  the  customer's  trade  paper  discounted,  the 
proceeds  of  sales  of  goods  covered  by  the  pledge  are 
to  be  deposited.  From  this  account,  from  time  to 
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ti.ne  moneys  an-  to  l,e  transferred  in  reduction  of 
the  debt,  all  sueh  payments,  of  course,  being  applied 
on  the  note  representing  the  oldest  advance. 

As  funds  are  required  by  the  customer  from  time 
to  time  for  the  purposes  of  his  business,  fresh  advanros 
wthm  the  limit  of  the  credit  can  be  made  in  the 
form  above  mentioned,  and  these  advauees  will  be 
placed  to  the  credit  of  the  custc  ler's  ordinary 
account  in  the  Deposit  Ledger. 

If  it  should  h.njipen  that  a  renewal,  in  whole  or 
part,  of  a  note  is  necessary,  a  now  pledge  is  not  to  be 
tak.^n,  but  the  old  not,.,  ,,romise  and  ple.lge  are  to  be 
attached  to  the  renewal,  which  is  to  be  paid  from  the 
nrst  available  i)roceeds  of  the  sale  of  the  goods  In 
other  words,  the  notes  to  which  the  oldest  dated 
securities  are  attached  are  to  be  paid  first. 

In  eases  where  a  renewal  is  necessary,  the  old 
note  and  pledge  must  under  no  consideration  be  given 
>.p,  but  must  be  attached  to  the  new  note,  which 
should  be  taken  on  the  ordinary  form  of  promissory 
note.  M  here  this  is  done,  however,  it  must  be  remem- 
bered that  the  renewal  must  under  no  consideration 
be  for  a  sum  greater  th.m  the  amount  of  the  pledge 
note  an.l  interest  thereon  for  the  time  for  which  the 
renewal  is  to  run. 

In  order  to  keep  our  security  fresh,  it  is  essentia. 
that  at  regular  intervals  a  pledge  be  taken  from  each 
customer  on  Form  115  listing  thereon  all  the  notes 
then  current  representing  advances  to  him  secured 
unde-  Section  88.  These  notes  will  be  listed  accord- 
mg  to  date  whether  they  are  casual  advances  or 
advances  under  one  or  more  lines  of  credit. 
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In  listing  these  notes,  however,  no  renewal  note  is 
to  be  shown.  Where  renewals  are  current  the  original 
notes  must  be  listed  on  the  pledge  on  Form  115  at 
their  face  amount  and  date. 

It  is  advisable,  however,  except  in  case  of  advances 
to  farmers  under  this  Section,  that  the  notes  be  drawn 
pnyable  on  demand,  and  this  will  obviate  the  neces- 
sity for  renewal. 

Interest  on  these  demand  notes  must  be  collected 
monthly.  Where  a  note  is  paid  during  the  month, 
interest  will,  of  course,  he  collected  at  date  of  pay- 
ment. 

It  is  essential  that  the  wording  of  the  descriptions 
in  the  application  on  Form  114,  and  the  pledges  101 
and  115  as  regards  both  the  goods  pledged  and  the 
places  where  they  are  located,  be  identical. 

Credits  under  this  Section  are  to  be  renewed  each 
year. 

Where  the  credits  are  in  connection  with  scJusonal 
commodities  such  as  grain  and  produce,  they  should, 
and  usually  do,  clean  up  each  season.  In  the  ease  of 
manufacturers  and  others  whose  business  goes  on 
unbroken  from  year  to  year,  however,  the  credit  will 
not  always  clean  up  in  full  though  the  advance  will 
vary  at  different  times  of  the  year. 

When  a  new  credit  is  granted  while  an  advance 
under  the  previous  one  is  still  current,  the  two  credits 
must  be  kept  separate,  and  the  proceeds  of  the  Sales 
Account  must  first  be  applied  on  the  advance  under 
the  previous  year's  credit  until  it  runs  off. 

In  cases  where  notes  secured  by  pledges  under 
Section  88,  under  two  or  more  separate  credits,  are 
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eonenrrent  and    covering    goods    which    cannot   be 
easily   separated   or   identified   under   the   respective 

wdl  be  listed  according  to  date  irrespective  of  the 
credits,  will  keep  the  Bank's  security  fresh. 

When  an  advance  is  made  before  the  actual  grant- 
ing of  the  credit,  the  forms  to  be  used  will  be  the  note 
and  promise  on  Form  165  and  the  pledge  on  Form 

Overdrafts  are  objectionable  from  a  Bank's  stand- 
point for  many  reasons,  and  the  forms  referred  to  in 
the  foregoing  contemplate  advances  on  notes  only. 

In  certain  lines  of  business  such  as  grain,  pro- 
duce,  etc.,  advances  by  way  of  overdraft  mav  be  more 
or  less  necessary,  but  these  must  be  covered  at  fre 
quent  intervals  by  note  and  pledge. 

A  pledge  cannot  be  taken  to  secure  an  existing 
debt,  such  as  an  overdraft,  unless  there  is  a  written 
promise  to  give  such  security  taken  when  the  over- 
draft  IS  allowed,  but  where  a  credit  has  been  granted, 
the  formal  application  on  Form  114  contains  the 
necessary  promise  to  give  such  security  for  all 
advances,  and  the  pledge  is  taken  in  pursuance  of 
this  promise. 

A  pledge  or  assignment  under  Section  88  is  akin 
to  a  chattel  mortgage,  and,  where  it  has  to  be  signed 
by  a  customer's  Attorney,  it  is  necessary  that  the 

sufficient    to    make  his    signature  for    this  purpose 
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To  do  this  it  must  contain  in  addition  to  other 
powers  this  clause  "to  give  security  to  the  Bank 
under  Section  88  of  the  Bank  Act." 

In  the  case  of  a  Joint  Stock  Company,  a  By-law 
to  this  effect  is  necessary,  and  the  copy  thereof  lodged 
with  the  Bank  is  to  be  certified  under  the  seal  of  the 
company. 

Where  the  By-laws  of  a  company  desiring  to  bor- 
row under  this  Section  do  not  give  authority  to  its 
officers,  it  is  itrccusanj  that  all  forms,  application  on 
Form  114,  Contract  Form  102,  Pledges  101  and  115 
and  Note  Form  165  and  IBB  be  executed  under  the 
seal  of  the  company. 


Substitution  op  Goods  Under  This  Section. 

904.  The  Act  authorizes  the  Bank  to  allow  the 
products,  goods,  wares  and  merchandise,  live  stock  or 
dead  stock  or  the  products  thereof,  upon  the  security 
of  which  the  money  has  been  loaned  under  the  author- 
ity of  this  Section,  to  be  removed,  and  other  products, 
goods,  wares  and  merchandise,  live  stock  or  dead  stock 
or  the  products  thereof  of  substantially  the  same 
character  and  of  the  same  or  lesser  value  to  be  sub- 
stituted therefor.     See  Section  88,  sub-section  4. 

There  is  a  clause  in  Bank  Form  102  covering  this 
point,  but  in  practice  it  might  prove  difficult  to  oper- 
ate so  as  to  always  preserve  the  Bank's  leptal  rights. 
The  best  way  to  obviate  any  difficulty  that  might 
arise  in  this  respect  will  be  to  take  securities  fre- 
quently, so  that,  as  far  as  possible,  the  goods  on  hand 
will  always  be  covered  by  the  security  held  by  the 
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Bank.  With  an  active  account  with  frequent  ad- 
vances there  is  not  likely  to  be  any  difficulty,  as  each 
pledge  taken  when  an  advance  is  made  covers  all 
goods  m  store.  Where  the  acoou,  t  i.  n -t  active  the 
same  result  is  obtained  by  taking  .•  frequent  inter- 
vals  the  pledge  on  Porn.  115  in  pursuance  of  the 
promise  contained  in  the  application.  On  this  pledge 
of  coui^e,  all  the  notes  representing  the  advance 
under  the  credit  are  to  be  listed. 

Casital  Advances  I'nder  This  Section. 
905    In  the  case  of  casual  advances  under  Section 
8S,  that  IS  advances  where  a  regular  credit  has  not 
been  granted,  the    forms  to    be  used  are  note    and 
promise  on  Korm  165  and  Pledge  on  Form  101. 

The  description  of  the  goods  pledged  and  of  the 
place  or  places  where  they  are  lodged,  as  given  in 
the  promise,  must  agree  with  those  in  the  pled-e 

Contract  on  Form  102  must  be  signed,  and  where 
there  is  an  endorser,  his  formal  consent  must  be 
obtained  permitting  the  Bank  to  deal  promptly  with 
he  seeuri  y  in  ease  of  necessity  without  affecting  the 
liability  of  the  endorser. 

The  procedure  in  regard  to  the  proceeds  of  the 
sale  of  the  goods  covered  will  be  the  same  as  in  the 
case  of  advances  under  the  credit.  Security  under 
his  Section  cannot  be  taken  to  «>ver  an  advance 
already  made  unless  at  the  time  of  making  such 
advances  there  was  taken  a  definite  written  promise 
to  give  such  security. 

An  overdraft  cannot  be  covered  from  the  pro- 
ceeds of    an    advance  secured    under  this    Section 
127 


Hi 


THE  BANK  OP  TORONTO 

anless  at  the  time  the  overdraft  was  allowed  a  definite 
written  promise  to  give  such  security  was  taken. 

If  a  note  representing  such  an  advance  secured  by 
pledge  under  Section  88  is  not  arranged  at  maturity, 
it  must  not  be  charged  to  the  customer's  account  if 
this  debit  will  create  an  overdraft. 

Such  a  note  is  to  be  held  past  due  until  renewed  or 
paid  in  order  to  preserve  to  the  Bank  the  lien  in  the 
pledge.  In  renewing  the  note  a  new  promise  is  not 
to  be  taken,  but  the  original  promise  is  to  be  retained. 
The  best  way  is  to  use  the  ordinary  form  of  a 
promissory  note  for  the  renewal,  attaching  to  it  the 
original  note  and  promise  on  Pui  ir  165  and  the 
original  pledge. 

As  the  note  taken  will  in  all  probability  be  pay- 
able on  demand,  the  interest  must  be  collected  each 
month.  The  security  also  must  be  kept  fresh  during 
the  currency  u2  the  advance  by  an  additional  pledge 
on  Form  113  being  taken  each  month  from  the  maker. 
If  any  payments  have  been  made  on  account,  the 
notes  must  be  listed  on  the  Form  113  at  their  face 
amounts. 


Warehouse  Receipts. 


906.  Under  Section  86  of  the  Bank  Act  the  Bank 
is  given  authority  to  take  warehouse  receipts  or  hills 
of  lading  as  collateral  security,  while  Section 
90  of  the  Act  provides  that  the  Bank  shall  not  acquire 
them,  unless  (o)  at  the  time  the  paper  is  negotiated 
or  the  debt  is  contracted,  or  unless  (6)  the  paper  is 
negotiated  or  the  debt  is  contracted  upon  the  writ- 
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ten  promise  or  asrreument  that  the  warehouse  receipt, 
bill  of  lading  or  security  will  be  given  to  the  Bank. 
When  an  advance  is  made  against  this  s(.curit.v  the 
warehouse  receipts  should  be  made  out  in  favor  of 
the  Bank.  A  special  hypothecation  of  warehouse 
recripts  is  not  necessary  the  attnehment  of  the 
receipt  to  the  note  being  sufficient. 

When  a  warehouse  receipt  is  taken  as  security  in 
any  other  way  than  that  specifically  authorized  by 
the  Act,  the  security  is  valueless,  and,  in  addition, 
the  Bank  will  be  liable  to  a  fine  of  .$500.  See  Section 
141,  sub-section  "C"  and  146  sub-section  "C." 

Where,  as  sometimes  happens,  the  warehouse 
receipt  is  to  the  order  of  the  customer,  or  another, 
and  endorsed  by  him,  it  is  necessary  to  give  notice  by 
registered  mail  to  the  warehouseman  on  Form  116, 
that  the  receipt  has  been  transferred  to  the  Bank! 
The  acknowledgment  accompanying  the  form  is,  on 
its  receipt  from  the  warehouseman,  to  be  filed  in  a 
safe  place. 

Should  it  be  necessary  to  release  to  the  customer 
any  portion  of  the  goods  covered  by  the  warehouse 
receipt  an  order  to  deliver  the  quantity  required  may 
be  given  as  follows: 
*'To   (the  warehouBeman ) . 

.V     y,?*  f^""^  enough   to   deliver   to   ■ or   order 

the  following  goods  (here  give  the  dewription  and  quantitv), 

charging  the  same  to  Warehouse  Receipt  Number  '    ' 

For  The  Bank  of  Toronto, 


-Branch. 
— ^Manager. 


Endorse  on  the  receipt,  with  the  date,  the  quan- 
tity of  the  goods  released,  .nd  keep  a  press  copy  of 
the  order. 
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ADVAKCL.S  TO  Farmers  Under  This  Section. 

907.  AcoorilinK  to  suli-Hection  2  in  this  Section  a 
bank  is  nuthorizod  to  mnl<p  advan-'es  to  farmers  upon 
tlip  security  of  tlieir  Ihrcslied  grain  Rrown  upon  the 
farm. 

Security  in  this  form  must  not  be  relied  upon  as 
afTordiuK  any  protection  whatever.  Various  claims 
tal<c  precedence — a  seed  grain  lien,  arrears  of  prin- 
cipal and  interest  on  land  mortgages,  under  certain 
circumstanees  also  the  claim  of  a  landlord  for  rent 
and  that  of  a  vendor  under  crop  payments,  wages, 
threshing  accounts,  etc.  It,  however,  constitutes  a 
written  pledge  on  the  part  of  the  borrower  that  the 
advance  is  against  the  crop  and  iinyment  to  be  made 
from  first  proceeds,  and  to  this  extent  should  l)c-  use- 
ful. Also,  it  protects  the  crop  against  seizure  for 
ordinary  claims  and  can  in  no  case  do  any  harm,  if 
its  usefulness  be  not  over-valued. 

The  forms  to  he  used  will  be  IGfiF  and  lOlF,  and 
the  note  »ii(.<(  mt  be  drawn  paiiabli  with  interfst  or 
on  ilemand,  but  must  be  a  straight  note  for  a  definite 
time,  and  must  be  discounted.  When  the  grain  whic^h 
the  pledge  covers  is  sold,  the  proceeds  are  applicable 
only  to  the  reduction  or  payment  of  the  note,  and 
care  must  be  taken  to  see  that  the  proceeds  are  not 
diverted  to  other  uses. 

Advances  Against  Standing  Timber. 

908.  Under  the  Bank  Act  advances  may  be  made 
on  the  security  of  standing  timber. 
I.TO 
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T'  the  liorrottcr  owns  the  timher,  whi-fhiT  .,r  not 
he  ..*  also  owner  of  the  soil,  the  sceurify  can  only  l,e 
taken  hy  way  of  mortgage,  and  the  formalities  as  to 
registration,  etc.,  applicable  in  the  ease  of  an  ordinary 
mortgage  of  lands  must  he  observed.  A  sufficient 
description  for  the  purpose  of  regLstration  of  the  lanils 
on  which  the  timber  stands  is  therefore  requisite. 

In  the  case  of  (iovcrnment  licenses  a  proper 
assignment  of  these  should  be  taken,  and  notice 
thereof  promptly  given  to  the  head  of  the  proper  Gov- 
eminent  Depurtnient  in  that  behalf. 

The  forms  iLsed  for  advances  under  Section  88 
are  not  suitable  for  advances  again.st  standing  tim- 
Der,  and  where  such  advances  are  desired  Head  Office 
will,  on  application,  furnish  the  necessary  forms 
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EXPENSE  ACCOUNT 

1001.  Expense  Account  vouchers  for  all  items  of 
expenditure  must  be  initialled  by  the  Manager  or 
Accountant  before  being  paid,  and  must  be  duly 
receipted,  unless  acknowledgment  of  payment  is  held 
in  a  regular  account. 

As  far  as  possible,  payment  must  be  made  by 
cheque.  These  vouchers  must  be  tiled  carefully  in 
the  vault  so  as  to  be  readily  available,  as  it  may  be 
desirable  to  have  them  forwarded  to  Head  Office  or 
the  Western  Superintendent  with  the  half-yearly 
statement  of  Expense  Account  on  the  regular  form. 

Special  subscriptions  and  donations  for  other  than 
trivial  amounts  must  be  authorized  by  Head  Office  or 
Western  Superintendent.  The  rule  in  regard  to  all 
subscriptions  is  that  they  must  be  confined  to  those 
of  a  general  character  in  which  the  business  com- 
munity or  some  branch  of  it  is  interested,  and  in 
which  the  Bank  should  show  its  interest  with  the  rest 
of  the  community.  Such  a  contribution  may  serve  as 
an  advertisement  and  in  this  way  may  be  justified 
as  a  business  proposition. 

Subscriptions  to  churches.  Salvation  Army,  char- 
ity, and  such  like  cannot  be  justified.  The  Bank  is  a 
business  institution  and  is  not  identified  with  any 
church  or  charity,  and  has  no  reason  for  aiding  one 
more  than  another.  These  objects,  though  undoubt- 
edly worthy,  are  for  private  individuals  to  support, 
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and  not  for  business  institutions,  and  it  is  a  sufficient 
aiiswer  to  appeals  on  behalf  of  such  objects  for  the 
Manager  to  say  that  he  is  not  authorized  to  use  the 
Bank  s  money  in  this  way. 

With  so  many  branches,  each  of  which  is  appealed 
0  constantly  in  matters  if  this  kind,  it  is  necessary 
to  clearly  define  the  Bank's  position. 

The  Jfanagers  will  not  allow  standing  accounts  to 
run  for  any  length  of  time,  and  before  making  up 
semi-annual  returns,  all  accounts  must  be  called  in 
and  settled  so  as  to  be  included  therein.  Where 
attorne.vs  are  employed  settlement  of  account  should 
be  made  at  least  quarterly. 
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CONVENTIONS  AND  RULES  RESPECTING 
ENDORSEMENTS. 

1101.  Adopted  by  the  Council  of  the  Canadian 
Bankers'  Association  on  the  26th  February,  1898, 
under  authority  of  a  resolution  passed  at  the  annual 
meeting  of  the  Association,  6th  October,  1897. 

Mode  of  Endorsement. 

1.  An  endorsement  may  be  either  written  or 
stamped,  in  whole  or  in  part. 

Requlab  Endorsements. 


2.  A  regular  endorsement  within  the  meaning 
of  these  Conventions  and  Rules  must  be  neither 
restrictive  nor  conditional,  and  must  be  so  placed 
and  worded  as  to  show  clearly  that  an  endorsement 
is  intended. 

If  purporting  to  be  the  endorsement  of  the  person 
or  firm  to  whom  the  item  is  payable  (whether  origin- 
ally or  by  endorsement),  the  names  must  correspond, 
subject,  however,  to  section  32,  sub-sec.  2,  of  the  Bills 
of  Exchange  Act,  which  is  as  follows: — 

"Where,  in   a  bill    payable  to   order,  the 

payee  or  endorsee  is  wrongly  designated,  or 

his   name   is   misspelt,    he   may   endorse   the 

bill   as   therein  described,  adding  his   proper 
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signature;   or   he  may   endorse    by    liis   own 
proper  signature." 
If  purporting  to  be  the  endorsement  of  a  corpora- 
Hon    the  name  of  the  corporation  and  the  official 

beTated  '*"  ^"'°"  °'  "^"'"^  ''^"'''^  ^"^  '*  """<' 
If  purporting  to  be  made  by  some  one  on  behalf 
ot  the  endorser,  it  must  indicate  by  Mords  that  tlie 
person  sigmng  has  been  authorized  to  sign;  ex.  or 
John  Smith  by  his  attorney,  Thomas  Robinson'' 
or  Brown,  Jones  &  Co.  by  Thomas  Robinson,  their 
attorney,  or  Per  Pro.  or  P.P.  the  Smith  Brown  Com- 
pany  Limited,  Thomas  Robinson." 

Ibbegclab  Endorsements. 

3.  An   endorsement   other   than  a  restrictive   en- 

™2Tfi'  •!'•'"''  1'  '""  '°  accordance  with  the  forc- 
ing definition  of  a  regular  endoi^ement,  or  which 
«  so  placed  or  worded  a.  to  raise  doubts  whether  it  is 
mtended  as  an  endorsement,  is  an  irregular  endorse- 
mejU  within  the  meaning  of  these  Conventions  and 

Restrictive  Endorsements. 

4.  Section    3.5    of    the    Bills    of    E.xchange    Act 
dehnes  a  restrictive  endorsement  as  follows:- 

u  ,,v'^°/°5°"'""''°*  '"  restrictive  which  pro- 
hibits the  further  negotiation  of  the  bill  or 
which  expresses  that  it  is  a  mere  authority  to 
deal  with  the  bill  as  thereby  directed,  and  not 
a  transfer  of  the  ownership  thereof,  as  for 
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example,  if  a  bill  is  endorsed  'pay  D  only,'  or 
'pay  D  for  the  account  of  X,'  or  'pay  D.  or 
ordor  for  collection.'  " 

The  following  further  examples  shall  be  treated 
as  restrictive  endorsements  within  the  meaning  of 
these  Conventions  and  Rules,  without  prejudice  how- 
ever, to  their  true  chpraeter,  should  the  question  arise 
in  court,  viz.: — 

' '  F'or  deposit  only  to  credit  of   " 

"For  deposit  in   bank  to  credit 

of " 

"Deposited  in bank  for  account 


of. 


"Credit bank.' 


Form  and  Effect  of  Guarantee. 


5.  A  guarantee  of  endorsements  shall  be  in  the 
following  form  or  to  the  like  effect : — 

"Prior  endorsements  guaranteed 
by (name  of  bank)." 

It  may  be  written  or  stamped,  but  shall  be  si^ed 
in  writing  by  an  authorized  officer  of  the  bank  giving 
it. 

By  virtue  of  such  guarantee  and  of  these  Conven- 
tions and  Rules,  the  bank  giving  same  shall  return  to 
the  paying  bank  the  amount  of  the  item  bearing  the 
guarantee,  if,  owing  to  the  nature  of  any  endorse- 
ment, or  to  its  being  forged,  or  unauthorized,  it  should 
appear  that  such  payment  was  improperly  made. 
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Endorsement  bt  Depositinq  Bank. 

6.  When  one  bank  deposits  Mitli  or  nresonts  for 
payment  to  another  bank  (whether  throngh  the  C  e  r 
•ng  House  or  otherwise)  a  bill,  note  or  cheque  t"' 
-ten.  so  deposited  or  presented  shall  bear  th  stamned 
open  endorsement  of  the  depositing  or  pr  eZe 
bank.     «    „  ^,_^„  ^^^^^.^    «^  nZTZ 

bank  Its  hraneh  or  ageney,  and  the  date  an<rshan 
tor  all  purposes  be  the  w,dorse„,ent  of  tl  e  denosftin  J 
or  present.ng  bank,  and,  ex.ept  a.  hereinafter  p"^ 
whe'ther  th  t  "r"'"  ''"'"'--'™t  -^hall  be  requfred, 
otherwise,  or  be  payable  at  the  ehief  office  or  else- 
Bestbictively  Endorsed  Items. 

endIrsJL*nt''h''  °?  "'■. '"""'"^  '■*"""«  a  restrictive 
endorsement  be  so  deposited  or  presented,  the  deposit 

7th  seT"*"""^'  ''"'"  "P-  ^-'0.  -1  by  virt; 
ot  these  Conventions  and  Rii1p=    h^  ^        j      virme 

aetu^Iv"^'  "f  "*  ''  ■'  ^'""'  ^"-t '«  ^«d  been 
actually  placed  upon   the  item    h„t  r,  . 

notwithstanding,  be  refused  unlilth  '^  T'"*  ""'^' 
removed.  *''  *''^  restriction  be 


Irreoularlt  Endorsed  Items. 

^    If  a  bill,  note  or  cheque,  bearing  an  irregular 

l^f^'Tl  "^  "'"'*  ''^«°^'  »•«  ^o  deposited  or  pe 

sented,  the  depositing  or  presenting  bank  shaU  endo^Te" 
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.      -oforrpd  to  in  section  5  hereof, 
the  irregularity  be  removed. 

LETTERS  OF  CREDIT,  DEPOSIT  BECEU^B,  ETC. 
9.menaletteroferecm    aep^^-^ilj- 

sions  Of  the  Bills  of  f  ^;h"°?«  ^      ^^  indemnity  in 

bank,  VIZ.:-  j^^    within 

claims  hereunder  by  any  person. 

AGREEMENT  AS  TO  PRACTICE. 

„.'„  i^B.!..  ."'-""i  i.;*„7  ,«»*»■ 

system.  ^^^ 
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It  is  also  understood  that  eudomments  regularly 
made  within  the  meaning  of  these  Conventions  and 
Rules  shall  not  be  objected  to  except  for  special  rea- 
sons  to  be  assigned  with  tlie  objection. 

AMENDMENT. 

Adopted  by  thr  Canadian  Bankers'  Association, 
February  22nd,  1906. 

In  ease  of  all  items,  whether  restrietively  en- 
dorsed or  otherwise,  sent  through  the  e-'-"^-;  ^"^ 
members  of  the  Association,  the  member  sendmg  he 
item  shall  be  deemed  and  held  as  g»a™"t«^"''?  t>^« 
authenticity  of  all  endorsements  *«''°"-  "f  "l.'*  ". 
guaranty  do  not  expressly  appear  it  shall  be  implied. 

AGREEMENT. 
The  foregoing  Constitution,  By-laws,  Rules  and 
Regulations,  and  the  Conventions  and  Rules  respect- 
ing endorsements  are  hereby  agreed  to  by  the 
respective  banks  on  whose  behalf  this  is  signed,  and 
such  Baaks  do  hereby  respectively  agree  together 
and  the  one  with  the  other  and  others  of  them  to 
abide  by,  observe  and  carry  out  the  foregoing  and 
any  amendments  or  additions  thereto  which  may 
hereafter  be  made  in  accordance  with  the  provisions 
above  contained. 
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